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These “‘Lo-4"' Super-Filers in Pine Frost 
Green are grouped to form a counter only 
46 inches high. Other colors available 
are Manila Tan, Suede Brown, Autumn 
Haze, Glen Green and Standard Gray. 


for faster filing...space saving...rich color 


Distinctive decorator finishes add new value to GF filing cabinets for general and private offices... 


You get both utility and beauty in GF 
Super-Filer. There's satisfying flexi- 
bility of drawer arrangement to meet 
any filing need... and a choice of rich 
decorator colors to match your GF 
desks and other office appointments. 


What’s more, you can arrange ‘“Lo-4” 
or 3-drawer Super-Filer cabinets in 
attractive counter units by covering 
them with handsome, harmonizing 
Textolite or Velvoleum continuous tops. 
Thus, filing cabinets definitely add to 
the appearance of your office. 

Super-Filer is famous for its unique 
swing-front which releases contents to 


open instantly like a book. The angle 
spread permits reading right in the 
drawer, speeds up finding or filing papers 


In each drawer there is 18% more usable 
filing space than you find in any ordi- 
nary file. And with only a few inches 
extra height, you get an extra drawer 
in each cabinet. While Super-Filer is 
saving up to one-third the floor space 
needed for filing cabinets, its mecha- 
nized action saves up to half the cost 
of operating your files. 

See Super-Filer and other modern GF 
metal office furniture at your nearest 
GF Dealer or factory branch show- 


GF metal business furniture is @ 900d investment 


(Cirele 721 for more information) 


room. For the address, consult your 
local classified telephone directory. For 
color-illustrated folder, write The 


General Fireproofing Co., Dept. M-49, 


Youngstown 1, Ohio. 
© GF Co. 1955 
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Policy re manuscripts: The object of MANAGE- 
MENT METHODS is to offer “practical solutions to 
management's problems.” For that reason we never 
highlight a problem without offering at least a 
partial solution or a recommended course of 
action. Whenever possible, we like to offer the 
reader something he can do right now to correct 
a procedure or solve a problem in his business. 

Much of our editorial material comes from busi- 
ness and management specialists, as well as from 
active businessmen, at all levels of management. 

Most articles employ case histories. An article 
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built around a group of related case histories. We 
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involved in each case history. 

We endeavor to return all manuscripts. How- 
ever, we assume no responsibility for material not 
specially requested by us. 
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Training personnel in electronics for 


business applications 


How to. discriminate between the 


“loaded” and the ‘‘legitimate’’ 


Putting yourself in the do-it-yourself 


How to set up an employee communi- 


cations program 


Remodeling a lighting system 


Where they work: Andrew Goodman 


What to do now to save taxes in '56 
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Consensus: Electronic briefs worth re- 
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How long to reach a decision 


Can electronics keep pace with in- 
creased clerical demands 


Are savings due to computers 
or systems 


Flexibility in general purpose elec- 
tronic computers 


Management Control, 
tant than savings 


more impor- 


Tax tips: Test yourself on recent tax 
court cases 


Thought Starters: 


Engineers study thinking in prepara- 


tion for “automation” 


Duplicating equipment reduces costs, 
doubles ouiput 


Diagnostics for management 
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Now Puerto Rico Offers 
100% ‘Tax Exemption to New Industry 


by BEARDSLEY RUML 


“We don’t want runaway industries” says Governor Munoz. “But we 


do seek new and expanding industries.” Federal taxes do not apply 


in Puerto Rico, and the Commonwealth also offers full exemption 


from local taxes. That is why 325 new plants have been located in 


Puerto Rico, protected by all the guarantees of the U.S. Constitution. 


N A dramatic bid to raise 
the standard of living 
in Puerto Rico, the Com- 
monwealth Government is 
now offering U. S. manu- 
facturers such overwhelm- 
ing incentives that more 
than three hundred new factories have 
already been established in this sunny 
island 961 miles off the Florida coast. 
First and most compelling incentive is 
the 100% tax exemption for most manu- 
facturers who set up new plants in Puerto 


Rico. 


Beardsley Rum! 


For example, if your company is now 
making a net profit after taxes of 
$53,500, your net profit in Puerto Rico 
would be $100,000 —a gain of 87 per 
cent, simply because Federal corporate 
income taxes do not apply in Puerto 
Rico and all local taxes are waived 
as well. 


Your dividends in Puerto Rico from a 
corporation there could be $50,000 
against $25,000 net in the U. S.— because 
Federal personal income taxes do not 
apply either. 


What About Labor? 


Puerto Rico’s labor reservoir of 637,000 
men and women has developed remarka- 
ble levels of productivity and efficiency— 
thanks, in part, to the Commonwealth’s 
vocational training schools. These schools 
also offer special courses for managers 
and supervisors. 


The progress made in technical skills 
may be gauged from the fact that there 
are now twenty-eight factories produc- 
ing delicate electronic equipment. 


Among the U.S. companies that have al- 
ready set up manufacturing operations 
in Puerto Rico are Sylvania Electric, 
Carborundum Company, St. Regis Paper, 
Remington Rand, Univis Lens, Shoe Cor- 





CORPORATE TAX EXEMPTION 


If your net profit Your net profit 
after U. S. Corporate in Puerto Rico 


Income Tax is: would be: 
$ 17,500 $ 25,000 
29,500 50,000 
53,500 100,000 
245,500 500,000 
485,500 1,000,000 


DIVIDEND TAX EXEMPTION 


If your income* after Your net income 
U. S. Individual in Puerto Rico 


Income Tax is: would be: 
$ 3,900 $ 5,000 
7,360 10,000 
10,270 15,000 
14,850 25,000 
23,180 50,000 
32,680 100,000 
43,180 200,000 


70,180 500,000 
*These examples are figured for dividends paid 
in Puerto Rico to a single resident. Based on 
Federal rates effective Jan. 1, 1954. 











poration of America, and Weston Electric. 


“Close to Paradise” 


Listen to what L. H. Christensen, Vice 
President of St. Regis Paper, says: 

“The climate is probably as close to para- 

dise as man will ever see. I find Puerto 

Ricans in general extremely friendly, 

courteous and cooperative. 

“This plant in Puerto Rico is one of our 

most efficient operations, in both quality 

and output. Our labor has responded well 
to all situations.” 
Mr. Christensen might have added that 
the temperature usually stays in the 
balmy 70’s twelve months a year. 

The swimming, sailing and fishing are 
out of this world. Your wife will rejoice 
to hear that domestic help is abundant. 

The Commonwealth will leave no stone 
unturned to help you get started. It will 
build a factory for you. It will help you 
secure long-term financing. It will even 


(Circle 753 for more information) 


screen job applicants for you—and then 
train them to operate your machines. 


Transportation 

Six steamship companies and five air- 
lines operate regular services between 
Puerto Rico and the mainland. San Juan 
is just 514 hours by air from New York. 

Light-weight articles such as radar 
components come off the line in Puerto 
Rico one day and are delivered by air 
freight next day in Los Angeles, Chicago 
and other mainland cities. And, of course, 
there is no duty of any kind on trade 
with the mainland. 


Are You Eligible? 


Says Governor Munoz: Our drive is for 
new capital. Our slogan is not “move some- 
thing old to Puerto Rico,” but “start some- 
thing new in Puerto Rico” or “expand in 
Puerto Rico.” 


To get all the facts, and to find out 
whether you and your company would 
be eligible for complete tax exemption, 
telephone our nearest office. 
New York MU 8-2960 579 5th Ave. 
Chicago AN 38-4887 79 W. Monroe 
Los Angeles ....WE 1-1225.. 5525 Wilshire 


OR MAIL COUPON 


Commonwealth of Puerto Rico 
Economic Development Administration 
579 Fifth Ave., New York 17, N. Y. 

Dept. MA-1 
Mail me “Facts for Businessmen.’ I am 
interested in the advantages of Puerto 
Rico for the industry I have checked. 
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How XEROGRAPHY eee 
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for WESTERN PACIFIC RAILROAD CO. 
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How long to reach a decision? 


The length of time required to 
make the initial survey to the point 
of determining whether a compute 
is desirable and, if so, which one, 


depends on several factors. 


SPEEDS PAPERWORK 






1. How well the survey ts 
planned. 
2. Ability and number of per- 


SPEEDING THE PREPARATION OF Division Sheets ° Vital Rate 
Information + Internal Forms * Management Letters and 
Bulletins * Legal Documents * 2,600 Paper Masters Monthly. 


sons making the survey. 

3. Nature of the company’s 
operations. 

4. Amount of data and ex- 


Xerography gives Western Pacific a clear track when it comes to speeding the 
perience you require to make 


preparation of division sheets and other vital rate information formerly retyped 
laboriously from previously printed material. Typing and proofreading of divi- 
sion sheets was once a time-consuming chore, costing Western Pacific thousands 
of dollars yearly. Xerography, a fast, dry electrostatic copying process, now 
does in three minutes what used to take hours. It eliminates errors because it is 
photo-exact, produces a better looking result, and greatly reduces production 
bottlenecks. 

Xerography serves Western Pacific in many other ways. Quick copies replace 
retypes. Internal forms are duplicated with impressive savings in time and 
money. Management letters and bulletins, legal briefs and other legal docu- 
ments are accurately copied in the shortest possible time. In one month Western 
Pacific prepared 2.600 paper masters by xerography for runoff of multiple 
copies on an offset duplicator. Xerography does a better job faster, saves the 
railroad an estimated $30,000 a year. 


a decision. 

It is impossible to make a me 
estimate that is generally applic- 
able, but it appears that six months 
to over a year may be required de- 
pending on the magnitude of the 
application. Some have reached the 
decision to acquire a computer 
based on a very superficial survey, 
and the decision as to which one 
was based solely on availability. 
New developments in xerography make it the one, all- Others have spared neither time 
purpose, fast and economical process for copying anything 
written, typed, printed or drawn, onto different types of 
masters for duplicating. 

Now you can copy onto offset paper masters, pre-sensi- may result in the same decision, 
tized positive working metal masters. spirit (or other | isk j i 

. ea . ) > TISK 1S too grec Oo act W _ 
fluid-type) masters, translucent masters, by this versatile, ut the risk is too great to act ith 
photo-exact, dry, electrostatic process. out the facts that a reasonable 

Original copy can be enlarged, reduced or made same 
size. Masters can be made from opaque originals or from 
copy on both sides. Also, up to eight copies, including | 
a paper master or translucent intermediate, can be made 
from one xerographic image. 


nor expense to be sure of the right 
decisions. Possibly either approach 


survey can provide. 

One rule regarding time esti- 
mates which appears to be gener- 
ally applicable is to make an esti- 





for proof of performance folders showing how companies mate based on the best available 
of all kinds, large and small, are cutting duplicating judgment and multiply this figure 
costs and speeding paperwork with xerography. by three! In the studv of ac- 
counting operations for possible 
THE HALOID COMPANY 
55-12X HALOID STREET, ROCHESTER 3, NEW YORK 


BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


GEE: {(ZE-ROG-RA-FEE) 
. fastest, cheapest, most versatile way to make masters for duplicating 
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electronic system application, there 
is the probability that ways to im- 
prove present systems through more 
effective use of present equipment 
and personnel may be discovered. 





Any such improvements should be 
incorporated in the system prior to 








the evaluation of possible  elec- 


(Circle 724 for more information) 
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ELECTRONIC BRIEFS WORTH REPEATING 


tronic data processing systems. 

To make an objective compari- 
son of two or more systems, it Is 
helpful to prepare a list of the 
elements to be related and appraise 
those elements for each system sepa- 
rately. The elements to be consid 
ered may be reduced to cost, flexi- 
potential 


bility, dependability, 


utility, personnel requirements, 
scheduling, and timeliness of out- 
put in each system. 

For some of these elements, nu- 
meric values may be assigned; for 
some, a relative value may be as- 
signed; but, in many Cases, only 
educated guesses may be applied. 

It will be observed that the ap- 
praisal of most of these elements 1s 
an extremely difficult task which 
may require considerable time and 
expense. It appears that the most 
practical approach to evaluation of 
electronic data processing systems 
is that of making every effort to 
gain experience in the use of com- 
puters in order to develop a sense 
of judgment which may be exer- 
cised in evaluating each element. 
JAMES W. SMITH, E. I. duPont, be- 
fore the annual SPA meeting. 


Can electronics keep pace with 
increased clerical demands 


The humanics of a situation is, of 
course, the aspect which should and 
does concern a company the most— 
as it has in the past. People are 
affected by the introduction of 
powerful machines. Whatever it 
takes to see that they are adequately 
and considerately provided for is as 
much a part of making the change as 
is the acquisition of the machinery 
itself. 

One company is now operating with 
a staff shortage of 1,000 and a high 


methods 


turnover rate because young high 
school girls comprise a large propor- 
tion of the staff. Most other insur- 
ance companies are ina similar situa- 
tion. The question which needs an 
answer is—Can machinery of this 
kind be introduced fast enough to 
keep pace with the increasing office 
demands and the increasing com- 
plexities of our business? 

JOHN FINELLI, Third Vice-Presi- 
dent, Electronic Installations, Met- 
ropolitan Life Insurance Company, 
before the annual SPA meeting. 


I 


Are savings due to computers 
... or systems? 


To be of greatest benefits, esti- 
mates of cost and savings should 
separate the savings associated with 
changes in accounting systems and 
procedures from those savings as- 
with the electronic com- 
puter. By doing this, you can better 


sociated 


appraise the justification of elec- 


tronic computers tor particular 
data processing operations. It 
should be mentioned that many 


company executives believe that the 
systems and analysis work alone ac- 
count for much, if not most, of the 
savings involved in a computer in- 
stallation. Finally, the base against 
the and savings esti- 


which cost 


mates of a computer application 
are measured should be questioned. 
For instance, should a cost com- 
parison be made between the com- 
puter and the present method of 
doing the job? Or, should a com- 
parison be drawn between the 
computer and an improved pres- 
ent system which might be put on 
punched card tabulating or other 
mechanical data processing equip- 
lot to be said in 


ment? There is a 


favor of using different bases 


measure savings. 
done this, 


against which to 
Some companies have 
and I 
mend that you do the same. You'll 


be surprised how many times you'll 


can most certainly recom- 
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How major American firms identify and solve 


their operating problems 


ORKSHOP 
FOR 
MANAGEMENT 


Accept our free trial offer to 
examine this 500 page achievement 


MMMM TTT 
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Most books on Electronics or Operations Research are “out of 
date” before the author can finish them. Developments are com- 
ing too fast. No individual writer can keep up with the volume. 


That’s where WORKSHOP FOR MANAGEMENT differs: 


1) This book wasn’t “written” at all—it’s a word-for-word 
transcription of one of the most complete management 
conferences and workshops ever conducted. 


2) It deals almost exclusively in terms of end results—the 
practical experiences of the people who attended the recent 
Systems and Procedures Association conference in Detroit. 


ISN’T THIS JUST ANOTHER “BOOK OF PROCEEDINGS?” 


No! Unlike most conferences, there were very few “speeches” 
at this meeting. Its 2,000 attendees were there specifically to 
exchange practical ideas. Careful editing by the Editors of Man- 
agment Methods Magazine has removed all purely local asides 
and repetitions. What remains is a solid, fact-full presentation, 
superbly organized and illustrated. 


500 pages 


MIN QUO 
HOW SHOULD ‘‘WORKSHOP”’ BE USED? 

You won’t want to read it from cover-to-cover at one sit- 
ting—or even a dozen. You will want to glance through the 
Table of Contents immediately for quick help on problems 
that concern you right now. 


Since most internal operating problems overlap in many 
fields, you will also want to refer to the detailed index 
that coordinates all information in the 500 pages. 


WHAT ABOUT THE SUBJECT MATTER? 


Consult the Table of Contents. Each of these subjects is 
covered by a practical businessman, or by several men, 
each personally concerned with how to simplify and reduce 
the cost of running a business. Each has avoided “‘theory” 
and devoted himself to proved-in-practice solutions. 


HOW WAS IT POSSIBLE TO COVER SO MANY SUB- 
JECTS IN A THREE-DAY CONFERENCE? 


Each attendee had his choice of dozens of sessions he 
could attend. These sessions ran simultaneously, in differ- 
ent rooms. Obviously, a man could not be in more than one 
place at one time. But you—with this volume in your 
hands—can cover the whole conference. 


5-DAY FREE EXAMINATION PRIVILEGE 


heavily illustrated 


In U0 CITRON 


WORKSHOP 


FOR 
MANAGEMENT 





HOM 


A PRACTICAL SYMPOSIUM ON ELECTRONICS AND 
OPERATION RESEARCH 


In addition to covering all major areas for improving manage- 
ment methods, special emphasis on Electronics and Operation 
Research was featured. All of this material is current—and, 
almost without exception, has never before appeared in print. 
This information is of special value at this time. Tremendous 
strides have been made in the last 12 months in developing 
practical applications for Electronics and Operations Research. 
For the most part, this progress is a direct result of individual 
company effort. It is seldom publicized—except in the kind of 
“off-the-record” exchange stimulated by this Meeting. Using it 
as a base, your company can save months of trial-and-error 
and thousands of dollars of preliminary expenses. In many 
areas, it may permit your company to evaluate whether or not 
these two management tools are usable in your organization. 


With this in mind, glance at the titles in the partial Table of 
Contents below and you’ll see why we are ready and willing to 
offer youu WORKSHOP FOR MANAGEMENT on a firm, money- 
back guarantee basis. 


MMM 
I 


UTA 
CONTENTS 


A management improvement program 

Conference leadership 

Job shred-out: management simplifica- 
tion 

Organization planning 

Application of statistics to business 

Measuring office work for incentive 

Statistical controls for performance 


METHODS AND TECHNIQUES 


Work measurement 
Yardsticks for punched card uses 
Gaining acceptance of the systems pro- 





| | il NT 
PARTIAL 
1. ELECTRONICS FOR BUSINESS 


Work simplification before automation 

Organizing for an electronics survey 

Survey of General Purpose Computers 

Training personnel for Electronics 

Installing a large scale computer 

Some early experience with Univac 

_ a production and inventory con- 
ro 

EDP for billing and accounting IV. 

Integrated data processing 

Integrated data processing at Alcoa 


Il. OPERATIONS RESEARCH 


Introduction to Operations Research 
Organizing for Operations Research 
0.R. applied to production control 
0.R. applied to inyentory management 


11. GENERAL MANAGEMENT 


Central intelligence program for man- 
agement 


gram. 
Organizing a Systems & Procedures 


Procedures for the Procedure Writer 

Getting most out of manual methods 

Cost cutting through records manage- 
ment 

Forms control 

Work simplification 

Information handling 


Use coupon below or order card bound in this issue 


Management Publishing Corporation, Suite A-125 
141 East 44th Street, New York 17, N. Y. 


Please send me for a 5 day FREE EXAMINATION a copy of “Work- 
shop for Management.” Within 5 days I will either send payment for 
$19, or return the book without obligation. 





find that a computer is more costly 
to operate than punched card 
equipment, even on large-volume 
applications. 

PETER LAUBACH, Harvard Univer- 
sity, before the annual SPA meeting. 


Flexibility in general purpose 
electronic computers 

1 think there is a lack of imagina- 
tion sometimes in the way in which 
a company investigating electronic 
systems goes about their investiga- 
tion. They say: “Well, we have this 
particular operation all nicely sys- 
tematized—maybe it is on punch 
cards—so we know what the costs 
are pretty well. So we will compare 
our electronic computer system we 
are thinking of getting with that 
system, and if there is sufficient evi- 
dence in favor of the new system, 
then we will go electronic.” 

That is entirely overlooking all 
of these other bonus features that 
can be realized by the use of this 
particular, general purpose high 
flexibility equipment. It isn’t a ques- 
tion of can you do the job you are 
already doing, and doing in a fairly 
mechanical fashion, fairly automatic 
fashion, or whether you can do it a 
little bit cheaper by introducing 
some new kind of equipment. From 
the operations research point of 
view, what you would really like to 
find is where is the best place in our 
operation to get the most profit the 
quickest from the introduction of this 
kind of equipment, and the best place 
to get the most profit the quick- 
est may be in some application which 
no one is even doing at the present 
time: Some analysis of the sales 
distribution or the transportation 
problem; something of that sort 
which present equipment just isn’t — 
capable of doing at anything like 
an economical rate. 

So, although it may sometimes 
make sense to say: “Well, we will 
convert over our payroll,” it is much 
better to take a broader view and 





find out what can be done in the way 
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For your Office 
XK All Air Conditioning ts not alike! 





(Circle 707 for more information) 
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HOW [0 SAVE 





ON YOUR AIR CONDITIONING COSTS 


Choose Airtemp WATERLESS . 
“Packaged” Air Conditioning 


Save on Operation... 


Save on Maintenance... 
Year After Year After Year! 


Records kept on all costs for air conditioning with 
Airtemp waterless “packaged” units prove you 
can save with Airtemp waterless! Here’s how: 


Lower Operating Costs— Airtemp waterless 
packages use no water whatsoever—only air and 
electricity. And Chrysler advanced engineering 
in every detail means greatest operating efficiency. 


Lower Maintenance Costs—no water to leak, 
no water scale problems ever. Longer life built 


































THE 
FORWARD LOOK 
IN 





Phone your Airtemp Dealer now 
(he’s listed in the Yellow Pages) for a 
free survey of your air condition- 
ing requirements. Or write Airtemp 
Division, Chrysler Corporation, 
Dayton, 1, Ohio. 


__ the really complete line for ’56/ 


Airtemp gives you a big choice in both waterless 


AIR CONDITIONING 












2 


into every compressor—operates without vibra- 
tion—completely sealed in oil to keep out trouble- 
causing dirt and moisture. 


All Airtemp ‘“‘Packaged”’ Air Conditioners are 
manufactured—not just assembled—by the 
Chrysler Corporation Division which has pro- 
duced and sold more “‘packaged”’ units than any- 
body else. Dependability is guaranteed by a 5-year 
warranty on the entire refrigeration circuit. And 
you can depend on your nearby Airtemp Dealer, 
a factory-trained air conditioning specialist, to 
install your air conditioner properly and provide 
prompt, efficient service if ever necessary. 


DIVISION 
CHRYSLER CORP 











and water-cooled packaged air conditioners. 
13 sizes from 2 H.P. to 30 H.P. 





AIR CONDITIONING * HEATING FOR HOMES * BUSINESS * INDUSTRY 


(Circle 707 for more information) 
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of using this equipment in ways 
which get the most out of its versa- 
tility and flexibility. 

DR. JOHN W. MAUCHLY, Director, 
Univac Applications Research Cen- 
ter, Remington Rand Inc., before 
the annual SPA meeting. 
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Management Control more 
important than savings 


Considered merely as a data-proc- 
essing tool, the computer is only 
one more cost-cutting device—and 
not yet completely proved. There 
is a quite different approach in 
which the key objective would be 
improvement in management con- 
trols rather than the automation of 
clerical operations. . . 

How much more it means to busi- 
ness than mere cost-cutting, impor- 
tant as that may be. Let’s say that 
a company uses an electronic com- 
puter just for the sake of saving 
money. We'll suppose that it uses 
the increased speed effectively and 
saves $200,000 a year. That is a sum 
none of us will look down his nose 
at. But let us say that this same 
company puts its computer to work 
at determining the number of sales- 
men necessary to cover a territory 
effectively. 

Or suppose that it uses the com- 
puter to arrive at a decision that a 
regional sales set-up is better than 
a national set-up with all control 
from the home office. It is not diff- 
cult to see that these latter two 
problems and their solutions are 
vastly more significant to that com- 
pany than its economy measures. 
For these latter two affect the 
growth of the company, its reve- 
nues, its whole competitive posi- 
tion. Used in this way, the com- 
puter can help maximize profits 
and reduce expenses in a very basic 
manner. It could become part of 
the very lifeblood of the company, 
for lack of which a company could 
fail to survive.” 

JOHN S. COLEMAN, President of Bur- 
roughs Corporation, Detroit, Mich. 
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Cheaper and faster 
than hand folding! 
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Even in small offices, hand folding 
of form letters, bulletins, statements 
and other enclosures .. . is a time- 
wasting, expensive operation. 

Why notend all this . . . saving time 
and money, with neater folding .. . 
by getting a handy little Pitney-Bowes 
Folding Machine? 

This Model FH, for example, 


handles many kinds of folding jobs... 


Small and portable, it can be 
moved around, used by any- 
body, doesn’t need skilled 
operators, can be set up for any 
job in seconds ! 

Electrically driven, with semi- 


84 x 1} sheets at speeds up to 5,000 * 


per hour. With automatic feed 
(optional at small extra cost) it is 
even faster. 

The FH makes eight different folds, 
handles sheets as small as 3 by 3 





Move two knobs on inch scales to fold widths 
wanted—and the FH is ready to go! 


= PITNEY-BOWES 


Folding 
Machines 


Made by the originators of the postage 
nizter...94 branch offices, with service 
in 259 cities in U. S. and Canada. 
















This folder baie 
costs less than i 
a typewriter ! 
inches, up to 814 by 14 inches .. . in 
most weights and finishes. It even 
folds sheets stapled tegether. 
Precision-built, long-lasting, 
indispensable. Yet it costs less than a 
typewriter ! 
For a demonstration, call the 
nearest Pitney-Bowes office. Or, send 
coupon for free illustrated booklet. 


The larger Model 

FM, fully automatic, 

folds up to 19,000 
Sheets an hour. 


PiITNEY-Bowes, INc. 
4511 Walnut Street 
Stamford, Conn. 


Send free booklet on Folding 
Machine to: 


Name 
Firm 


] Address 


(Circle 737 for more information) 
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TEST YOURSELF 


on 


THE AUTHOR: Benjamin 


Newman 1s 


planning and real estate. He 1s associated with Koenig and Bachner, Neu 


recent tax courf cases 


tax attorney specializing in estate 


} ork. 


THE QUESTION 


Is the redemption of outstanding stock by a corporation a par- 


tial liquidation, or is it a dividend distribution? 


THE FACTS 


A corporation was organized as an 
appliance distributor under a franchise 
granted to it by a certain manufactur- 
ing corporation. The president of the 
organized owned 


newly corporation 


60°% of its stock, and his family owned 
the remaining 40%. On his death, the 
president bequeathed his entire estate 
to members of his family. The manu- 
facturing 
franchise to the distributor corporation 


r orporatic ym revoked its 
upon the death of the president. Since 
the corporation had been formed prin- 
cipally because of the franchise, revoca- 
tion left no reason for existence. 


\ccordingly, it was determined that 
the corporation cease operations, and 
become a holding corporation for its 
real estate. Its entire inventory was 
sold in a series of bulk sales. The cor- 
poration then purchased the stock held 
by the estate of its late president at a 
price determined from the net worth 
of the corporation. The redemption 
price determined from the net worth 
received by the corporation from the 
sale of its inventories. Was this re- 
demption of stock for distribution in 
partial liquidation, or was it the 
equivalent of a dividend distribution? 


THE RULING 


Amounts distributed in partial liqui- 
dation of stock shall be treated as part 
or full payment in exchange for that 
(Rev- 


enue Ruling 55-373). To the extent 


stock, ruled the Commissioner 


that the distribution by the corpora- 
tion, in complete cancellation and _ re- 
demption of a portion of its capital 
stock, does not exceed the net pro- 
ceeds received for inventories, it con- 
stitutes a partial 
liquidation within the meaning of the 


distribution in 


code. A distribution in excess of the 
net proceeds received by the corpora- 
tion tor its inventories would constitute 
a dividend. It would appear, theretore, 
that a corporate redemption of stock 
subsequent to a bulk sale of its in- 
ventories would be considered a partial 
liquidation to the extent that the price 
paid for the stock did not exceed the 
bulk sales price. The excess under this 
ruling would be considered a dividend 
distribution by the Commissioner. 





THE QUESTION 


Is a tax settlement, agreed upon by a taxpayer and an Internal 
Revenue Agent, binding upon the Commissioner. 


THE FACTS 


Taxpayer filed false and fraudulent 
income tax returns, containing sub- 
stantial understatements of income for 
1944, 1945, and 1946. Learning that an 
investigation had been begun, and 
upon the advice of his lawyer, ‘Tax- 
payer filed amended income tax returns 
disclosing additional income and, ac- 


cordingly, tax deficiencies. To this com- 
puted additional tax, Taxpaye added 


the 1 yA 


© penalty for 


negligence in 
filing, and with interest, paid the full 
amount owed for the years 1944, 1945, 
and part of 1946. Thereafter, in 1949, 
upon the Internal 
Revenue Agent that if Taxpayer paid 


assurance of an 


methods 





the balance of the tax due, plus penalty 


and interest as shown on the amended 
return, the matter could be closed. 
‘Taxpayer paid the balance. Thereafter 
fraud penalties were assessed. Tax- 
payer objected, arguing that he was 
assured the matter would be closed. 
Is such assurance by the Agent binding 
on the Commissioner? 


THE RULING 


The assurances of the Internal Reve- 
nue Agent, and subsequent reliance 
and payment by Taxpayer, did not 
constitute a compromise and settlement 
of all ‘Faxpayer’s tax liabilities for 
the years under review. The Commis- 
sioner is not prohibited from assessing 
and collecting further taxes and penal- 
ties. The agreement was made by a 
subordinate official, and was not called 
to the attention of the Commissioner 
as required by the Internal Revenue 
Code. The Commissioner may there- 
fore assess additional tax deficiencies. 
(Baker v. Commissioner U. S. Tax 
Court, decided September 21, 1955.) 





THE QUESTION 


Are “gratuitous” payments 
by a corporation to the wives 
of deceased officers taxable as 
income to the recipients? 


THE FACTS 


A family owned and operated corpo- 
ration, Lengsfield, Inc., had been 
created by Benjamin Lengsfield and 
his three sons. Upon the death of the 
father and of the sons, their respective 
wives inherited shares of stock in the 
company. Shortly thereafter, the corpo- 
ration, by resolution, authorized pay- 
ments to the wives which it termed 
gratuity payments. These payments 
were in the nature of contributions to 
the widows for living expenses, and 
were charged by the corporation to its 
Surplus Account. The widows, taxpay- 
ers in this case, did not report these 
as income. The Commissioner con 
tended thev were not gilts. 


THE RULING 


The sums received by the widows 
were not gifts, but represented dis- 
tributions of earnings taxable as 
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a the ANSWER 
to dividing space 
QUICKLY ¢ EASILY e ECONOMICALLY 


This is the new inexpensive answer to the needs of any 
office—for free standing private, semi-private or railing- 
height divisions. metlwal jr. comes complete, and ready 
to set up, for the quickest of all installations. It is rich 
in appearance and adds greatly to office efficiency. 





Even though your office space plans change tomorrow, 
metlwal jr. units are a sound investment. They are 
sturdy walls of indestructible steel, but can be moved 
as quickly as they are installed. You have a choice of 
quality finishes in decorator shades or rich wood grains. 
To learn more about metlwal jr, call your office appli- 
ance dealer or send us the coupon below. 








Metiwal Division, Martin-Parry Corporation 

Dept. A, P. 0. Box 964, Toledo 1, Ohio 

1 would like to know more about the ease of 
installing metiwal jr. 


> 4 BY THE MAKERS OF FAMOUS 
metiwal MOVABLE PARTITIONS... 


New metlwal jr. is backed by more than 75 years of specialized experi- Name 
ence—dividing space in leading commercial, industrial and institutional Title 
buildings, from coast-to-coast. 
Company 


MARTIN PARRY City Zone 





MARTIN-PARRY CORPORATION State 


Min) 
SINCE 1878 ) 
BOX 964, TOLEDO 1, OHIO MP Clib ond Moil lodoy! 


IN CANADA: MARTIN-PARRY (CANADA) LTD. 82 DUNDAS STREET LONDON, ONTARIO Sabi Gon Glen Gun Guim eis Gee Ga Ghee ma eine ae wee Oa 
(Circle 728 for more information) 
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These Business Tools Stress Motion-Economy 


Remington Rand continues in the forefront of the trend to 
motion-economy in American business. This is reflected in the 
design and development of these 4 products, each of which have 
motion-economy features built in. One of them, all of them, 
may save money for you! Write Room 2219, 

315 Fourth Avenue, New York 10. 














robot-kardex*... 
saves up to 30% on posting 
time...up to 59% on space 
...a touch of the finger 

and any one of 4000 sets of 
visible records comes to 
posting position! 

Ask for KD505. 











conve-filer* eee 


saves 30% or more on 
clerical cost for users of 
large, active card records... 
any one of 200,000 cards 
positioned electrically! 

Ask for LBV160. 























roto-kard*... 


most advanced drum 

housing. ..saves space, speeds 
reference, reduces work load... 
up to 6,000 record cards in 

less than 3.6 square feet... 
electric or manual operation! 
Ask for KD770. 














kard-veyer*... 


electrically powered... 
16,000 to 80,000 vertically- 
filed cards (including 
punched cards )...saves 
finding, posting, and filing 
time — and space! 

Ask for LBV706. 























DIVISION OF SPERRY RAND CORPORATION 


*TRADEMARK (Circle 740 for more information) 
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dividends. ‘The payments by the cor- 
poration did not fall within the ‘‘cor- 
porate gift” concept, stated the Court. 
In etfect, the payments were a corporate 
distribution of profits, which had been 
made with the consent of all, and was 
therefore taxable as a dividend. (Lengs- 
field v. Commissioner U. S. Tax Court, 
decided September 16, 1955.) 





THE QUESTION 


When is common stock in a 
corporation considered worth- 
less for purposes of taking a 
capital loss? 


THE FACTS 


Taxpayer owned 168 shares of com- 
mon stock in a corporation which had 
ceased its business in 1934 after severe 
financial losses. The corporation had 
disposed of its entire inventory in that 
year, and thereatter, until 1943, its 
sole business activity consisted of leas- 
ing its building to a competitor. In 
1943, however, the corporation sold 
the building 


g, its remaining asset. ‘Tax- 
payer then sold his 168 shares of com- 
mon stock for ten cents a share, and 
claimed a net capital loss carryover for 
the years of 1944 through 1947. Was 
taxpayer justified in claiming that the 
stock became worthless in 1943? 


THE RULING 


It is clear, stated the Court, that as 
early as 1942 the common stock had no 
liquidating value. However, an inten- 
tion existed on the part of the officers 
and directors of the corporation to go 
back into business, and that intention 
existed from 1934 until the corporation 
sold its remaining asset in 1943, Con- 
sequently, the common stock did have 
a potential value until 1943, which 
was not extinguished by the sale ol 
the inventory in 1934. 

Taxpayer has met the burden ot 
proving that the potential value of 
the stock was not wiped out until 
1943, and therefore, ruled the Court, 
has sustained a net capital loss in 1943, 
for carryover purposes, as a result of 
the sale of his stock. (Duncan M. Fort 
v. Commissioner, U. S. ‘Tax Court, de- 
cided September 26, 1955.) 
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Training personnel in electronics 


for business applications 


Editors’ Note: This article is adapted 
from a paper delivered before the Systems 
and Procedures Association Meeting in De- 
troit. It covers the kind of training in- 
volved, and how extensive—and in what 
area—training should be. It will appear in 
the forthcoming five hundred page edition 
of WORKSHOP FOR MANAGEMENT. 


es Phe main roadblock 
along the way to speedy mechanization 
of routine business operations on a 
broad scale is the shortage of qualified 
manpower. Much greater efforts need 
to be put forth in the educational field 
if we are to take advantage, as they be- 
come available, of the powerful tools 
of electronic data processing. 

There are a number of compelling 
reasons why users planning to install 
electronic devices must thoroughly un- 
derstand them and how these devices 
are going to affect their business. The 
installation of an electronic system 
means that an entire business, or a 
large portion of the accounting func- 
tions of the business, is placed on an 
electronic machine or on several, in- 
tegrated to operation as a unit. 

Hence, it is obvious that the users 
themselves must acquire considerable 
familiarity with the application of 
electronic systems. Outsiders, such as 
supplier experts, or university person- 
nel, can best serve only by providing 
information and training opportuni- 
ties. The decisions relative to the kind 
of mechanization, and when it should 
be attempted, must ultimately be made 
by the potential user. 

Thus, the adoption of electronic ma 
chines to complex and varying business 
situations is too difficult for an outside 
expert alone to accomplish. Another 
reason for the user himself to make the 
decisions is that relatively large sums 
of monev are involved. The costs of 
conversion, rental, or purchase of equip- 


ment, and the savings or losses asso- 
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ciated with the operation of the pro- 
posed installation, are usually of such 
magnitude as to require high level 
management decision. 

It is, therefore, apparent that not only 
is it essential to provide technical train- 
ing Opportunities to ever larger num- 
bers of computer personnel but to carry 
on a variety of educational activ- 
ities, designed to acquaint manage- 
ment representatives with electronic 
data processing machines, what they 
can do now, and what they can be 
expected to do in the near future. 


Survey of training needs 

For several years I have been con- 
cerned with the manpower problem in 
the computer field. Beginning in 1950, 
we have offered an increasing number 
and variety of courses, and informal 
educational programs at Wayne Uni- 
versity. I shall consider the Wayne 
University Computation Laboratory 
activities at a later time. In this con- 
nection I wish to discuss one of these 
informal programs that was sponsored 
by Wayne University with the coopera- 
tion of numerous other organizations. 
This was the first Conference on 
Training Personnel for the Computing 
Machine Field held last year, with 160 
leading computer people in attendance 
representing industry, education, and 
government agencies. Nearly 30 speak- 
ers gave excellent discussions on the 
four conference topics: Manpower re 
quirements in the computer field, edu- 
cational programs, influence of auto 
matic computers on technical and 
general education, and cooperative ef- 
forts for training and research. Pro- 
ceedings of this conference are avail- 
able from the Wayne University Press. 

While the conference dealt with the 
manpower and training problems in 
all areas of computer application, I 


by Dr. Arvid Jacobson, Director 


Wayne University, Computation Laboratory 


Hu 


HOW TO TRAIN YOUR OWN PERSONNEL 


The supply of qualified personnel for this type of work is = 
limited; therefore, it is necessary to select individuals with 
appropriate experience and aptitudes to train in the use of com- 
puters. It has been found that systems men who have some 
punched card experience and who have a thorouth knowledge of 
the company’s operation are the best choice for training as elec- 
tronic data processing specialists. It is best, if possible, to secure 
at least one individual who has a background of mathematics, 
engineering and previous computer experience to supplement an = 
inexperienced staff. 

There is much discussion in the field concerning training of = 
individuals who have had no previous experience or training in = 
the use of computers. It has been stated that after attending a = 
school for some two to six weeks one becomes a programmer. 


This is, to say the least, untrue. Such individuals, no matter 
how well qualified otherwise, will have, at best, learned in these = 
few weeks, the basic philosophy of how a computer works. They §& 
will not have acquired the ability to do the high quality type of = 
programming which is required for the most effective use of 
computers. They will be able to write programs, perhaps, but to 
prepare efficient programs for complex application would be an 
unrealistic expectation. 

A very successful approach to the personnel problem which 
has been used is as follows. Select personnel from within the 
company and send them to a programmers’ school. Immediately 
after completion of the school, put them to work on programming 
under the guidance of an experienced computer specialist prefer- 
ably hired, but acceptably acquired, on a temporary basis through = 
a consulting firm or an equipment manufacturer. After six = 
months to a year, most of these individuals selected for training 
will emerge as competent programmers. 

During the early phases of the survey, every staff member does 
not have to be a programmer. Some of the short “executive” com- 
puter courses which convey a clear concept of how electronic data 
processing systems work provide adequate training for the un- 
initiated to prepare them for survey work. As the electronics 
program progresses, the programming training will be required ; 
therefore, it is well for the company to start the detailed training 
as early as possible. 

James W. Smith, E. I. duPont. 
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Cuts Paper Handling Time by 95% 
PAID FOR ITSELF WITHIN 1 YEAR! 


Swank, Inc., Attleboro, Mass., manufacturers of men’s jewelry, 
leather and other accessories, have cut credit checking time 
The credit 
supervisor reduced her daily trips to customer service and 
billing departments by over 80%. One full-time and one part- 
time messenger have been freed for more productive work. 


of orders from 2 or 3 hours to 3 to 5 minutes. 


A 3” Lamson Airtube System accomplished this saving in 
time and manpower. Transparent shell carriers with a 
10” inside length . . . give immediate recognition of contents. 
Engineered with simplicity, system consists of a central desk 
in customer service department with stations at the credit and 


billing departments. 
Paper work is now handled more rapidly, more efficiently and 
at less cost. Discover how a simple Lamson Airtube System 


can save you time, manpower and money. 


MAIL THIS COUPON TODAY: iy 












Lamson Corporation 

8732 Lamson Street, Syracuse 1, N. Y. 

Please send me a free copy of “On Target” which 
will give me 
Airtube Systems. 
NAME 
COMPANY 


complete information on Lamson 


Plants in Syracuse TITLE 
and San Francisco rT f | 


Offices in Principal 
Cities 
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of it throughout the organization) 


programming) 


shall attempt to interpret some ol the 
conclusions in the light of the obje« 
tives of this meeting. In doing this, | 
shall try to take into account experi- 
ences gained since the conference. 
One of 
given was one presented by 
Mengel, of 
reported the results from a question- 


the many valuable papers 
Milton 
Burroughs, in which he 
naire submitted to 500 of the largest 
companies in this country. Taking all 
computer users into consideration, the 


following breakdown was obtained: 


ERT RE RTE Oe te pee 43%, 
EE aay Sica s wna a Ee eeu e ee 8% 
eo SE basa ae wale Waar - 
I Soo Soa ctksawees hake ye 
I i) Cie Garis Gein! we od. BE 3% 
RA ae epee eee 4%. 
Another question dealt with — the 


sources of recruiting trained personnel. 
These were the results: 


Colleges and universities ........... 7% 
Company training programs ........ 37% 
Suppliers of equipment ............. i2z% 
Government agencies ............. 7s 
a ae Et 


A surprisingly large percentage of 
the computer people are thus shown 
to be engaged in the analysis of prob- 
lems and business systems. This fact 
may, at first glance, be construed as 
reflecting the preponderance of com- 
puter installations engaged at the time 
in engineering and scientific work. A 
closer look, however, reveals that the 
demand for analysts and mathemati- 
cians will continue to remain high 
though computer utilization will shift 
to business data processing. 

The questionnaire also revealed the 
obvious rapid growth of the computer 


CLLLSLSSSSSSSS SSS SS SSA SALAS SAAS SSA SSS AAAAA AAAS AAA AAA AAA AAAS ALA, 
AVERAGE SALARIES FOR TYPICAL ELECTRONICS JOBS 


(responsible for development of the electronics program and administration 


(usually qualified systems expert with extensive training in the techniques of 


includes coders trained to translate diagrams into machine language, tape 
handlers, machine operators, schedulers, dispatchers, etc.) 
ee ee Supervisor, $6,000-$7,000 p.a.; Journeyman, $4,500-$6,000 p.a. 
F. P. DiBlasi, Jr., Director, Data Processing Division, Navy Management Offic 
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$12,000-$15,000 p.z. 


$8,000-$10,000 p.a. 
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field. Some believe that the number ol 


persons employed will continue to 
double each vear for some time. 
Industry would, in general, prefei 
that its personnel requirements be sup 
plied by colleges and universities when- 
ever possible. In this connection it was 
emphasized that training in this field 


must be based on scientific and liberal 


education, and that vocational and 
narrow. technician’s approach — be 
avoided. It is necessary to train the 
students to think in terms of many 


and to 


think 


re-emphasize mathematical modes of 


variables, to creatively, 


thought and analvsis. 


Specific educational levels 

As far as specific educational levels 
are concerned in the training effort, we 
may note that high schools can con- 
tribute a great deal to the solution of 
the problem. In most cases, high school 
graduates can be easily trained to per- 

tasks 
fascination of 


form routine such as program- 


ming. The electronic 
computers, and the opening up of new 
and interesting employment opportuni- 
ties, can be used to draw boys and girls 
into studies leading to the computer 
field. Availability of desk machines, 
computer literature, and visits to com- 
putation laboratories can be used to 
arouse interest and attract promising 
talent. Also, vocational high schools 
can provide good preparation for main 
tenance work through training in shop 
work, electronics, and mathematics 
Relative to level 
numerical 


college training, 


the emphasis on analvsis 


is paramount. Mathematical induction 
(the 


‘ 


‘soul of programming”), finite 
approximation procedures, and experi 


ence on desk calculators, are of real 


methods 





importance. Likewise, the theory of 
systems, of errors, and of prediction, 
and the development of quantitative 
methods in management, are the con- 
cern of college training in this field. 


Perhaps it is more important, at 


this time, to induce more business 
schools and other colleges, for that 
matter, to introduce electronic data 


processing into their curriculum. Jt is 
that future graduates have 
some knowledge and command of com- 
their applica- 
tions in business accounting, control, 


crucial 
puter techniques and 


and management. I think you can do 
much by making your views and needs 
known to 


college and _ university 


authorities on this question. 


Preparation for EDP 

Special problems arise in the initial 
stages of conversion to electronic data 
Whether 
ants and experts should be 


processing. outside consult- 
used in 
the conduct of the first surveys, in the 
determination of the kind and extent 
of mechanization, or in the installation 
of the equipment, are basic questions. 
\nswers to these depend on the size 
of the business firm and the complexity 
of its operations. It is obvious that in 
the programming of the principal ap- 
plications, and in getting the equip- 
ment into successful operation, require 
much higher level talent than in the 
subsequent routine operation of the 
computer on standardized . programs. 
In larger concerns, it may be desirable 
to use the initial high level group to 
prepare additional, more difficult, but 
none the less, profitable applications 
for the computer. For smaller com- 
panies, it may be possible to give ex- 
tensive training only to a few individ- 
uals and to call in outside experts to 
assist with the study and _ installation 
Many of the 


of electronic systems. 


accounting firms are providing this 
service and others are preparing them- 
Likewise, 


computer suppliers are doing a large 


selves for such eventuality. 


part of this work. Moreover, many of 
the computation laboratories at uni- 
versities have staffs to assist the user. 
While it will be necessary, in many 
cases, to call for outside help, I believe 
very firmly that it is imperative to have 
someone on the company’s own staff, 
who has expert knowledge and com- 
mand of the applications and_ the 
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Obalional 4 De luxe adding machine 





She saves 
elf 
the time... 


Boss saves 
all 
the cost. 


Live keyboard* with keytouch adjustable to each operator! 





Saves up to 50% hand motion — and 
effort! Never before have so many time- 
and-effort-saving features been placed on 
an adding machine. 

Every key operates the motor—so you 
can now forget the motor bar. No more 
back-and-forth hand motion from keys 
to motor bar. 

Keys are instantly adjustable to each 
operators touch! No wonder operators 
are so enthusiastic about it. They do 


their work faster with up to 50% less 


effort. New operating advantages, quiet- 
ness. beauty! 

“Live” Keyboard with Adjustable Key- 
touch plus & other time-saving features 
combined only on the National Adding 
Machine: 


Subtractions in red ... Automatic Credit 


Automatic Clear Signal . . 


Balance in red ... Automatic space-up of 
tape when total prints ... Large Answer 
Dials Easy-touch Key 

Full-Visible Keyboard with 


Ciphers . 


(Action... 
Automatic 
. . Rugged-Duty Construction. 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 


977 OFFICES IN 94 COUNTRIES 


(Circle 788 for more information) 
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A National “De luxe” Adding Machine 
pays for itself with the time-and- 
effort it saves, continues savings as 
yearly profit. One hour a day saved 
with this new National will, in the 
average office, repay 100% a year 
on the investment. See a demon- 
stration, today, on your own work. 
Call the nearest National branch 
office or dealer. 


*TRADE MARK REG, U.S, PAT. OFF. 


ADDING MACHINES » CASH REGISTERS 
ACCOUNTING MACHINES 
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Luxury Liner for Household Goods 
WHEN YOU MOVE THE MAYF .OWER WAY 


> “What will happen to our furniture?” That’s what most of the 
people you move long-distance want to know. You can ease their 
minds quickly and simply just by choosing Mayflower Service. 
Mayflower vans are all up-to-date models, especially built to our 
own specifications to provide greatest safety for household goods. 
They have no tailgates, so everything rides safely locked inside. 
Interiors are smooth and dustproof, construction sturdy and 
weathertight, protective equipment comlete. Nothing is left to 
chance on a Mayflower move... just another big reason why it will 


please your people, save you and your company time and money. 


AERO MAYFLOWER TRANSIT COMPANY, INC., INDIANAPOLIS 


Mayflower Service is avaiiable through selected warehouse agents throughout 
the United States and Canada. Your local Mayflower agent is listed under Moving 
in the classified section of your telephone directory. 






NATION WIDE 
FURNITURE MOVERS | 








America’s Finest Long-Distance Moving Service 


(Circle 700 for more information) am 





equipment. As I have attempted to 
point out before, electronic data proc- 
essing affects business too intimately 
and too vitally to be left solely to the 
disposition of someone not directly 
associated with the company. 
Furthermore, most large electron 
systems are extremely flexible. An in- 
stallation is intended primarily for 
straight forward data processing, such 
as payroll, inventory, customer billing, 
etc., and is quite a powerful tool in the 
solution of management decision o1 
engineering problems. Economical use 
dictates that there be competent in- 
dividuals in the company who recog- 


nize and can formulate such problems. 


Special training programs 


With the rapid development of the 
computer field, training opportunities 
need to be provided in the form of 
adult education. A large part of the 
ones engaged in this work are those 
who have been trained after they com- 
pleted their formal education. This 
training is being accomplished by com- 
pany courses for their own staff, courses 
offered by computer suppliers, and 
those given by universities. 

The Wayne University Computation 
Laboratory, for instance, has offered a 
number of lecture series, workshops, 
seminars, conferences, and special sum- 
mer courses devoted to a large extent 
to business application of computers. 
These informal educational activities, 
ranging from general surveys to intense 
concentrations, have provided the be- 
ginner with the 
computer concepts and techniques, and 
over-all orientation, as well as the more 
advanced students with specialized in- 
formation and the results of latest 
research. The fact that over 1,200 have 
enrolled in these programs give some 
indication of their need. 


command of basic 


Likewise, meetings such as this serve 
a valuable purpose as an educational 
activity. So do the numerous publica- 
tions that appeared in recent years. 
Role of universities 

The place of universities in com- 
puter education and research should be 


central. As been 
mechanization 


has shown above, 


electronic represents a 
broad and deep-going development. In 
many of its applications, especially to 
business decision 


management prob- 


lems, it will require development of 
new concepts, devices, and methods 
which, in turn, will be based on ad- 
vanced scientific knowledge. In the 
field of business applications alone, it 
is very probable that fundamental 
changes of procedure, concept, and 
medium will be made. For instance, the 
fact that an electronic computer will 
not make more than one error to every 
ten thousand human errors or that it 
can retrieve information in a vanish- 
ing small fraction of a second, will no 
doubt have a far-reaching effect on 
basic accounting and auditing proce- 
dures. While many of these adaptations 
to practical situations will be worked 
out by those on the firing line, I be- 
lieve that the universities have a 
definite obligation in the conduct of 
research in the new areas of utilization. 

More important perhaps, is the train 
ing of new talent. While industrial and 
supplier programs 
much to provide technical manpower, 


training can do 
the large task of upgrading the voung 
fundamental knowledge 
cultural modes is the historic 


in the and 
miussion 
of the schools and universities. If the 


universities should find themselves cast 


to the banks of the main stream of 
industrial and social life, to wither 
there, and if we were to allow these 


ideas and talents to 
dry up, we would be in a bad wavy. 


sources of new 


Wayne University program 


In this connection, you will permit 
me to say a few words about the Wayne 
University Computation Laboratory 
program. I have already mentioned one 
of the informal activities in the torm 
of the national training conference. In 
addition to these non-credit programs, 
we offer regular college credit courses, 
mostly on the senior and graduate 
levels. These courses are given by the 
departments of mathematics, electrical 
engineering, physics, and others. Our 
work in business applications has thus 
far been of the non-credit type. We do 
plan to convert some of the workshops 
and seminars in business data process- 
ing to formal courses with credit 

The second major objective ot the 
Laboratory is to provide a computing 
service to business and industry, as well 
as to the University staff. The present 
electronic computer, UDEC, built from 
surrough’s pulse control units, is avail- 


methods 


able for a reasonable fee to the cus- 
tomers in this area. Thus a powerful 
machine stands ready to 
serve the community, We believe that 


electronic 


such service bureau facilities will be a 
partial answer to small and medium 
sized companies in their need for elec 
tronic data processing and in the solu 
tion of other problems. Our staff is 
also available for consultation, in the 
study of business systems, and in the 
evaluation of proposed machines and 
methods of mechanization. 

A distinctive feature of our Labora 
tory is that it is completely supported 
by private interests in the community. 
Some 30 organizations have contributed 
approximately $400,000 for the pur 
chase of equipment and cost of opera 
tion. Presently a campaign is underway 
to finance a major expansion of the 
Laboratory’s facilities and staff. “Two 
advisory committees, consisting of in- 
dustrial and university representatives, 
function in the guidance of this pro- 
eram. On the Policy Committee, for 
instance, we are very fortunate to have 
some of the top industrial executives 
to provide high level guidance and 
close community identification. 


Need for broader cooperation 


In summary, then, the electronic 
computer represents a basic develop- 
ment in our technology. It also repre 
sents an enormous task of education 
and public acceptance. In turn, it 
holds high promise for unprecedented 
advances in our industrial and cultural 
development. In particular, it offers 
great opportunities for research in dé 
vices, methods, and concepts—in othe 
words a great challenge to university 
research and education. On the othe 
hand, it provides, in most cases, imme 
diate returns to business in its invest- 
ment in this field. By its very nature 
the computing machine business is big 
business. All of these facts and argu 
ments point to it as one of the most 
suitable vehicles for furthering indus 
try-education cooperation. 
Furthermore, it is obvious that as thi 
educator becomes acquainted with thi 
problems of industry and, in turn, the 
business leader assumes active interest 
in the huge and difficult task facing 
education, the benefits to the free so 


ciety will be enormous. m/m 
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consolidating information to eliminate some 
forms or adding a copy to a present form to 
speed transactions in another department . .. 
to mention a few. 

Your Reynolds & Reynolds representative 
is ready to bring to you the benefits of his 
Business Forms knowledge gained through 
years of experience in helping increase office 
efficiency in many types of businesses, 

Call your Reynolds & Reynolds representa- 
tive today ... no obligation! 


BUT, WHEN DID YOU LAST 
CHECK THE EFFICIENCY OF 
YOUR OFFICE PROCEDURES ? 


It is very probable that a Reynolds & Reynolds 
Business Forms Expert can cut overhead in 
your office procedures. Invite him to review 
your business forms and suggest improvement 
such as . . . combining several single forms 
into one multiple part set... employing the 


advantages of No Carbon Required Paper... OFFICES IN MOST PRINCIPAL CITIES 


THE REYNOLDS & REYNOLDS COMPANY 


LITHOGRAPHERS AND PRINTERS ¢ BUSINESS FORMS SINCE 1866 
PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIFORNIA 





(Circle 741 for more information) 
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KODAK’S SENSATIONAL 
VERIFAX COPIER 


Big factor in 


_Some "bewares” for businessmen about statistics 





$350,000 How to discriminate between the 


sales jump 


A $240 Kodak Verifax Copier— 
operated by the office boy at Jack 
Dreyfus Co., N.Y.C.—keeps 15 over- 
seas sales agents up to date on con- 
stantly changing prices and addi- 
tions to automotive parts lines. 
For example, 15 Verifax copies of 
a manufacturer's catalog page are 
made on prepunched paper in less 
than 5 minutes. These photo-exact 
copies cost just 2¢ each... are pro- 
duced under full room light with 
this completely different copier. 
Getting such information out 
immediately has contributed greatly 
to this small exporter’s spectacular 
$350,000 increase in sales this year. 
Savings on retyping alone paid for 
Verifax Copier in just 3 weeks. 
Valuable tips for boss and 
secretary — based on ex- 
periences of thousands 
of Verifax users—are 
described in new free 
booklet giving full 
details on this sensa- 
tional $240 machine. 













KODAK VERIFAX COPIER 
only $240 
—-—MAIL COUPON TODAY: 
Eastman Kodak Company 
Business Photo-Methods Division 

343 State Sireet 

Rochester 4, N.Y. 

Please send free copy of “‘Verifax 
Copying — New Time-Saver, New Idea 
for Every Office.” 197 


Name 





Position 





Company 





Street 





City State 
Price quoted is subject to 
change without notice. 


(Cirele 716 for 


information) 
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last Fall, Mr. 
Saker, and Mr. Charlie, three 


Early 
Able, Mr. 
hypothetical businessmen, were having 
an argument over the luncheon table. 
Which form of public transportation, 
they wanted to know, carried most 
people? They couldn't settle it around 
the table, and agreed to get authorita- 
tive figures by their next get-together. 
Just to pin it down, they agreed to 
the the 
1953 inter-city passenger miles. 

At their respective desks that alter- 
noon, each made a phone call. Mr. 
Able the 


settle argument on basis of 


Association of 


called up 


Mr. Baker called 
the National Association of Motor Bus 
Operators, and Mr. Charlie called the 
Air ‘Transport The 


week they compared the figures they 


American Railroads, 


Association. next 
had obtained, and found that all three 
put the railroads in first place, with 
buses in second place, and air travel 
bringing up the rear. 

But while they agreed on the order, 
no two of them had the same specific 
figures on actual passenger-miles. Com- 
pare for yourself the three sets of fig- 
billions of 


ures, in passenger-miles 


shown in the next column: 


AAR NAMBO ATA 
Rail 32.7 27.5 26.9 
Bus 28.4 21.3 Uv 
Air 17.4 15.6 14.7 
Total 78.5 64.4 61.3 


These are interesting discrepancies, 
and they can be important, too. Sup 
pose you were interested in reaching 
the travel market, and wanted to get 
some idea of its potential. Which figure 
There is a 28° 


would you use? > difter- 
ence between the largest and the small 
est, and that is a very wide range. (In 
cidentaliy, did you stop to think 28% 
figured as a 


of what? It is actually 


























p> Take the same basic information, look at it from different 
anyles, and let’s see whether a college education pays off in 
the business world. 

Burton Rush, who prepared these three charts, categorizes 
their purpose like this: 

“The first chart is designed for the man who wants to prove 
the affirmative and doesn't mind a mild distortion. The figures 
are okay—but, in linking the two groups, the vast difference in 
the actual number of men who have and haven't gone to col- 
lege is ignored. Result—get that boy to college fast! 

‘Chart two is for the man who wants ‘“‘nothing but the facts, 
Ma’am’’—but not necessarily all of them. 

Within it, the two sets of figures are completely separated 
and a valid pro-college profile appears. But, as before, no 
total figures are given. 

“Chart Three is for the slide-rule man who wants you to 
make up your mind. Notice—no percentages, no linkage of 
apples and oranges—but his very literalness may well lead 
you to believe that college doesn't pay-off. So, before you de- 
cide to send your son to work, look at these figures and design 
your own chart: 


Average income of all men at work—$2,200 
Average income of college graduates—$4,700 


WHAT DO YOU WANT TO PROVE? 
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“loaded” and the legitimate 


percentage of the smallest figure, just 
to make it seem bigger. It could equally 
well have been expressed as a percent- 
age of the largest figure, in which case 
it would be a less impressive 22%.) 

These are reliable figures from repu- 
table organizations, issued in good 
faith, and all based on compilations by 


Phe AAR issued a mimeographed 
sheet, in which they had taken account 
of the revised series, but the other two 
associations had just released the an- 
nual editions of their statistical fact 
books, not so easily changed, and they 
were still issuing figures based on the 
older data. But this doesn’t explain 














Here’s a specially designed 
binder that will hold 12 issues 
of Management METHODS with- 
out crowding. Looseleaf, pages 
open flat, with not part of the 
gutter of a page hidden from 
view. The maroon, leather-like 


hard cover allows volumes to be Spartan order must accom- 


stored “on end” in your book- 


case. 


Binders for Management METHODS 


Single binder price 
is $3.95, postpaid. 
Or, if you have back 
issues on hand, save 
a dollar by ordering 
two for only $6.95, 
postpaid, 

Check or money 





pany your order to: 
STATIONERS, INC. 
141 East 44th St., New York 17, N. Y. 




















ICC and other government agencies. the entire difference. The ATA does 
Some of the discrepancies were due not include travel on the non-scheduled 
to a simple matter of timing. In July,  air-lines, since their statisticians do not 
1955, the ICC issued revised figures for feel the figures have been very reliable. | 
the years 1949 through 1953, taking Bus Facts, the NAMBO publication, 
into account certain types of travel includes the travel of rail commuters, 
which they had previously ignored. which the others do not, and it also 











ALL NON-GRADUATE U.S. MEN : JOBS : MEN GRADUATES 
> PROPRIETORS 
13% MANAGERS, 34% 
EXECUTIVES 


. 


3% i ; PROFESSIONALS 


CLERICAL 


12% SALES, ETC. 





make your own offset plates 
SKILLED 


Automati 
SEMI-SKILLED fl 5% 
FARMERS AND ne with the amazing new Dial-a-Plate PRINTER 


The new Robertson Dial + a+ Plate Printer, with its enclosed high speed light source 





58% 





14% § 





matched to the pre-sensitized plate emulsion, gives you a perfect plate EVERY 
TIME, faster than any other unit. Just set the dial, and the exclusive “Electronic- 
SSSSSSSSSSSSSSSSSSSSSSSSSSHOSSSSSSSSSSSSSSSSSOSECSSCOSESEESEEEES Eye’ takes over, automatically controlling the amount of light reaching the plate 
and giving uniform exposures EVERY TIME, regardless of voltage fluctuations or 
other variables. All of this is possible WITHOUT THE DANGER of an open flame 


5 MILLIONS arc or other high voltage units. The Dial+a+Plate is available in both 10x16” 
{ 


PROPRIETORS I - { , | - | and 20x24” sizes (usable area). 

















MANAGERS, 
aati —_—_—— Uniformity — the exclusive “Electronic-Eye” controls the exposure, regard 
KEY MONI «= NON-GRADUATE less of voltage fluctuations or other variables 
PROFESSIONALS GUE COLLEGE Gr 
SES = ee Speed -The Dial+a-+Plate’s light is matched to the emulsion of the pre 
sensitized plates for fastest exposure. A perfectly shaped reflector utilizes every 
CLERICAL ray of light and eliminates undercutting and halation 





SALES, ETC. |i Operation Set the dial and the “Electronic-Eye” takes over, you cannot 


under-expose or over-expose 
FARMERS AND 
FARM WORKERS | 





Economy Exceedingly long bulb life and low voltage requirements auto 
matically result in lower operational costs 


All of this at a surprisingly low original price 





SKILLED 
SEMI-SKILLED 
AND UNSKILLED 


Monufacturers of the famous “Seventeen” and “320° Cameras 
ROBERTSON PHOTO-MECHANIX, INC. Re rertson 
7434 LAWRENCE AVE, ¢ CHICAGO 31, ILL. 
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A Totally New Concept 
AUTOMATION 


Comes to the Desk Calculator 


Today it is an accomplished fact. 
Automation invades the field of desk 
figuring. Automation by-passes 
many figuring steps, flashes the an- 
swer with jet-like speed. You can 
imagine the dollars it squeezes from 
office figuring costs. 


A dynamic new principle in the 
new, totally automatic Monro-Matic 
Desk Calculator: Its compact single 
keyboard provides functional-color 
controls. It automatically seeks its 
own decimal. The Duplex is the only 
American desk figuring machine 


see MACHINES from MONROE 


ACCOUNTING 


for CALCULATING - 


ADDING - 


that directly adds as it multiplies, 
adds as it divides, and puts aside 
and remembers intermediate results 
to apply to final answers. On 
payroll computing alone, it cuts 
down figure work as much as 3l 
percent. Ask operators who know. 
They prefer Monroe. 


Here, gentlemen, is a preferred 
investment. An assurance against 
obsolescence for years to come. 
Monroe Calculating Machine Com- 
pany, Inc. Home office: Orange, 
New Jersey. Branches everywhere. 


(Circle 780 for more information) 
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adds an estimate ol chartered buses. 
In other words, no two ol the asso- 
ciations are really talking about the 
same thing. In general terms, of course, 
they are all discussing passenger travel, 
but each has its own special definition, 
which is just different enough to throw 
the figures off substantially. 
watched 


Definitions must be 


care- 
fully, since careless use of words and 
terms can olten lead to misunderstand- 
ing and trouble. Take the discussion of 
that the men got 
into. Looking at the period from 1919 
to 1927, Mr. Able said United States 
wage levels had gone up, Mr. Baker 
said they stayed the same, and Mr. 
Charlie claimed they went down. They 


wage levels three 


got some official government figures to 
settle the argument, and looked up the 
data for those two years. 

Mr. Able pointed to the table of 
hourly rates: “Take a foreman as an 
example. He earned $1.20 in 1919 and 
$1.50 in 1927. Up.” Mr. Baker turned 
to another table: “In 1919, the average 
workday was 10 hours; by 1927, it had 
dropped to 8. Figure it out for your- 
self. Mr. Charlie used a 
third table: “In 1919, the average fore- 
man worked 300 days a year, earning 
$3,600; in 1927, he was working only 
240 days, earning $2,880. Down, by 
twenty percent.” 


The same.” 


Who was right? How would you set- 
tle the argument? You can’t until you 
agree on a proper definition of wage 
level. Define 


use Statistics, and be precise. 


your terms before you 

How would you settle the argument 
between Mr. Able and Mr. Baker about 
the wages they paid in their plants? 
Each employed 200 people, but Able 
hired 100 men and 100 women, while 
Baker’s crew had 180 men and only 20 
women. Mr. Able, paying $24 a day to 
men and $8 to women, was convinced 
that he paid higher wages in his plant 
than Mr. Baker whose rates were $18 
and $6. From the employees’ stand- 
point, Able’s factory was the better 
place to work. But Baker did a little 
calculation. “Your total daily payroll,” 
he told Able, “is $3,200, and with 200 
workers, your average daily wage is 
$16. My payroll is $3,240, making an 
average of $16.80. So who pays higher 
wages to their workers?” 


While these examples are hypotheti- 


cal, they are typical of the contradic 
tions you can run into whenever you 
ignore the precise meaning ol words. 
You can never assume that the person 
who compiled the figures means exactly 
the same thing by words he uses as 
you do using identical words. 
“Unemployed” does mean “unem 
ployed,” or does it? Of course, in most 
instances, there is no doubt about the 
status of a specific individual. But in 
conducting a survey you will run 
across special situations, and how you 
attect 


sults. ‘Take the example of an hourly 


handle them may your end re 
worker who is home sick. Even though 
he is not on a payroll, he isn’t looking 
for a job, for he has one. He is not in 
the labor market. The Bureau of the 
Census, which compiles its monthly 
figures of employment by surveying a 
sample of the general population, 
counts this man as employed. On the 
other hand, the Bureau of Labor Sta 
tistics, Which approaches the same sub- 
ject through reports from employers, 
will not include this man in its count 
of employed. He is not on any payroll. 
Since the Bureau of Labor Statistics is 
also interested in compiling a report on 
average earnings, to include this man 
as employed but earning nothing, 
would lower the average earning figure 
needlessly. But since each employer re- 
ports his own payroll, a man who has 
worked for more than one employer 
during the survey period, will be 
counted more than once. 

Census _ will 
come out with one figure of employ 
ment, and the Bureau of Labor Statis- 
tics will release another. The two are 
rarely, if ever, alike, since they use 
two different definitions of employ- 


So the Bureau of the 


ment. Employment figures are impor- 
tant in planning on a broad scale, and 
this particular discrepancy has caused 
a good deal of concern. Recently it was 
the subject of a lengthy exchange of 
correspondence between Stanley Rut- 
tenberg, CIO Director of Research and 
Education, and Dr. Robert W. Burgess, 
Director of the Census, and studies on 
the reconciliation of the two figures are 
to continue for sometime. 

These differences of definition are 
not just theoretical. If you take a set 
of figures on its face value, ignoring the 
into them, 


specific limitations built 


methods 





you can find yourself in’ serious diffi- 
culty. Take, for example, the officers ol 
a corporation who were trying to se- 
lect one of two cities for a new branch 
othice location. Clerical labor costs were 
an important factor, and management 
relied the Hours 

the Bureau ol 


on and 


Earnings 
Labor Statis 


tics, Which gives reports of pay rates 


Series of 


by skill and by city. According to this, 
one city was substantially lower than 
the other, and it was selected. But the 
tables didn’t say that the low-wage city 
was also well-organized, and that the 
fringe benefits required, threw the total 
labor cost higher. The employer had 


not noticed that the Bureau of Labor 
Statistics figures specifically omit such 
there 
is no adequate formula for translating 


them fairly into hourly wage rates. The 


fringe benefits, largely because 


figures were being used for a purpose 
for which they were not intended. 

A few paragraphs earlier, we men- 
tioned a figure that was compiled by 
using a sample. While sampling is a 
legitimate technique, and often the 
only practical way of studying a situ- 
ation, it has its dangers. Whenever you 
see a broad statement based on a sam 
rhe may be 
misleading, for it is easy for bias to 


ple, watch out! results 
creep into a sample, and once in, it is 


very hard to detect and may be even 
harder to eliminate. 

If a newspaper editorial writer was 
a sensitive man, he would be disheart- 
ened by the letters he receives. No mat- 
ter what position he may take on a 
controversial issue, his mail is heavily 
weighted with criticism. He never gets 
the majority support of those of his 
readers who write him. Does this mean 
that he is opposed by the majority of his 
readers? Is the sample group (those who 
him) a reflection of the entire 
group (those who read his editorial)? 


Everybody knows the answer to that. 


wrote 


More people write letters when they 
disapprove than when they approve. 
Ihe sample is biased and cannot be 
used as a measure of the entire group. 

A good statistician will be very sus- 
picious of the motives of those who do 
not reply to a questionnaire, and if at 
will conduct an in- 
dependent survey on them, just to see 


all possible, he 


how they differ from those who did 


answer. And if he is unable to make 
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this kind of a check, he will have some | 


doubts about the validity of the sur- 
vey. As an example of this attitude, 
consider this quotation from a publica- 
tion of the Bureau of Labor Statistics, 
referring to their national survey of 
industrial injury-rate: 


Because of resource limitations, only a 
small proportion of the nonrespondents 
in the mail surveys can be visited to de- 
termine the possible bias due to nonre- 
porting there is a possibility that 
establishments with unusually high injury 
rates may be reluctant to report their ex- 
perience. In general, the response rate is 
lowest among the smaller establishments. 
Since small- and medium-size establish- 
ments commonly tend to have somewhat 
higher than average _ injury-frequency 
rates, the published averages are more 
likely to be minima than maxima without 
regard to sampling error. 


This careful qualification of the re- 
sult is useful, and is a guide to the 
proper interpretation of the figures. 
But how often is such an analysis made? 


And how less often is it included with | 
the report of the results? Yet its absence | 


is a warning to the user, and a sign that 
questions should be asked. 

The danger of non-respondents is 
strongest when a mail questionnaire is 
used. For this reason, many surveys are 
based on personal interviews, with a 
great deal of effort put into getting a 
But 
this is a difficult matter, and if it is to 


random selection of interviewees. 
be done properly, an expensive one as 
Do 


during the day? You may miss most 


well. you visit your interviewees 
wage earners. Do you make your home 
calls during the evening? Your sample 
does not contain those who eat out. It 


you pick up your interviews in a rail- 


road station, are you getting too few) 
mothers of small children? It is almost | 


impossible to ensure that a sample is 
an exact replica of the whole. Your 
only hope is that they are the same in 
all respects that are pertinent to your 
inquiry. If so, your survey results can 
be extended to the entire group. If not, 
you can commit an awful error. 
Remember the Literary Digest and 
its presidential straw votes? For many 
years their predictions, based on a poll 
of subscribers and of people with tele- 
phones, had been remarkably accurate. 
But in 1936, when Roosevelt swept the 
entire country with the exception of 
Maine and Vermont, the Digest had 
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Let the MAN from MONROE put 


AUTOMATION 
On Your Desk 


Meet Arthur F. Bridenstine, Detroit's 
MAN from MONROE. A man of wide 
community interests, he is also a 
skillful weekend painter. Asa skilled 
figuring analyst, he serves Detroit's 
businessmen, applying his extensive 
training totheirown specific require- 

| ments. He follows the doctrine: ‘‘Men 
+ Machines = Monroe,"’ with em- 
phasis on men. 





FUNCTIONAL-COLOR CONTROLS are now 
one of the many speed exclusives that 
Monro-Matic’s new concept brings to tigure 
work. Red control keys for dividing, green 
for multiplying. 


Your own city, too, has a Man from 
Monroe, a realistic, objective con- 
sultant in simplifying figure work 
systems. See your telephone book. 


see The MAN from MONROE for 


CALCULATING « ADDING - ACCOUNTING MACHINES 


(Circle 730 for more 9 
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This “touch operated” 
10-key keyboard 





accounts for the amazing speed and 
simplicity of the Underwood | 
See m Sundstrand Model E 

sx 









} 
| 
| 

Within a few hours anyone in your office can become _ all-purpose machine that will handle all your account- 
proficient on the Underwood Sundstrand Model E ing needs. lailored to suit your exact requirements, 
Accounting Machine. it will reduce the cost of posting all accounting records 
The secret, of course, is the 10-key keyboard. Opera- such as Accounts Receivable, Accounts Payable, and | 

tors use the fast, effortless touch method. There’s no Payroll Records. 

need for them to keep shifting their eyes back and For case-history proof of the way the Model E | 
forth from media to keyboard. As a result, they has saved time and money for businesses like your | 
quickly acquire high-speed posting rhythm. own, phone your Underwood Office (you'll find the | 
The Underwood Sundstrand Model E is a low-cost, number in the Yellow Pages), or write us today. | 
| 
Sx 


UNDERWOOD CORPORATION 
One Park Avenue, New York 16, N. Y. 
(Cirele 749 for more information) 





predicted the victory of Alf Landon! 
What went wrong? The sampling tech- 
niques which had worked well in the 
past had been used again. But in 1936 
there was, for the first time, a definite 
relationship between income status and 
political tendency. The sample, drawn 
from a somewhat higher income group, 
did not reflect the change and the re 
sult was, to say the least, inaccurate. To 
be sure, it seemed worse since our Elec 
toral College procedure can translate 
a comparatively small popular major 
ity into a landslide in electoral votes. 

Every figure, whether it is one of 
actual measurement or of an estimated 
quantity, is subject to some error. A 
good statistician will give some notion 
of the reliability of his figures, but his 
warnings and qualifications are often 
missing by the time the results reach 
print or are incorporated into a speech. 
If you start out with data that has a 
margin of error of 10%, your answei 
must be taken with the same grain ol 
salt. If your original figures are good 
to two or three significant figures, it 
does no good to carry your calculations 
out to four or five decimal places. It 
may give the impression of accuracy, 
but it is meaningless. 

Under these circumstances, you can- 
not compare two figures in an absolute 
sense. Suppose you read a survey that 
says that advertisement A was read by 
23.59% of the readers, and ad B by 
24.2%. Which is the better ad? Prob 
ably B, but you shouldn’t bet on it. An 
error in sampling of as little as 0.4%, 
which is a very small error in most 
cases, is enough to make it impossible 
to pass judgment. For this error means 
that A’s range is from 23.19% to 25.99% 
and B’s from 23.8% to 24.6%. There- 
fore B could be a poorer ad than A. 
The precision means nothing, and the 
figures must be equivalent. 

The men who write the ads selling 
space or time are experts at hanging 
arguments on percentage points. ‘They 
can quote a flashy figure, give a fine 
first impression, but when you examine 
their claims in some detail, you will 
find, too frequently, that they are talk- 
ing about something in which you 
really have no interest, or that they are 
omitting some of the vital data. They 
are experts at telling the truth and 
nothing but the truth, but the whole 


methods 


truth is too often a casualty. 

Here’s a quotation from a_ space- 
selling ad. Can vou figure out what it 
really means? 


Three leading margarine producers ad- 

vertise consistently in RASP. Four years 

ago, 32.6% of RASP families used their 

brands. Today 45.4%—an increase of 

12.8%—tregularly buy the same brands. 
RASP is trying to prove that it is a 
good advertising medium, but do the 
figures, just as they are given, prove it? 
What’s happened to non-RASP fam- 
ilies? Perhaps 78.6% are now using 
these brands, and RASP advertising is 
holding these brands back. Or perhaps 
margarine consumption is rising by 
leaps and bounds, so that these brands, 
even with their RASP advertising, are 
trailing the general increase. Or there 
may be many other explanations, none 
of which prove the merit of RASP. 
Or RASP may in fact be a good adver- 
tising medium. But these figures, im- 
pressive as they may seem, won't tell 
you. As presented, these percentages are 
basically meaningless. 

So far we have talked only about 
statistics presented as tables of figures. 
But statistics can be absorbed much 
more easily when charted. Charts are 
frequently easier to follow, but in addi- 
tion, it is easier to make charts that 
emphasize certain approaches or em- 
phases. An _ excellent and amusing 
example of how charts that say the 
same thing can say different things, is 
this promotion piece of Architectural 
Forum. Here is the copy: 


WHO'S ON FIRST? = Straightforward 
charts and graphs effectively demon- 
strate change. But, sometimes, it pays to 
look behind the soaring curves. Here are 
only a few of the who-knows-how-many 
statistical interpretations that can be 
made from this basic data. 
And then follow the basic data, giving 
pages of ads in the Forum and its prin- 
cipal competitors, accompanied by 
twelve different charts. It is hardly sur- 
prising, considering who is paying for 
the piece, that the Forum comes out 
ahead on 11 out of the 12. There are 
ways of plotting the same data to give 
other impressions, and there is lots of 
other basic data that might have been 
used, such as the number of advertisers, 
the number of regular advertisers, cir- 


culation, and readership. (next page please ) 
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Small firm speeds order filling and 
saves $2600 a year-with Ozalid! 


Now the three salesmen of the Midwest 
wholesaler write their orders on a translucent 
form...And goods are shipped and billed earlier. 
Transcribing and typing orders, and rewriting 
back orders, have been entirely eliminated; and 
three old costly manifold forms discarded. Order 


processing takes less time, saving $2600 a year. 


Fe ’s all done with Ozalid! Here’s how... 
A salesman sends the original order to the 
home office, where an Ozalid copy is made for 
the customer as notice of acceptance. The 
Stock department notes the items on hand; 
Shipping marks items shipped; Billing enters 
prices and extensions. 
All entries are added to the original order, 
and an Ozalid copy sent as an invoice. 
Back orders are also noted on the original. 





OZAMATIC (left) is a table model, 
handles sheets as wide as 16’, 


and can make up to 1000 prints an hour. 


When ready for shipment, they are entered 
with prices in a special section of the order 
form; and an Ozalid copy becomes a new 
invoice. 

Ozalid helps thousands of companies speed 
paperwork, save time and costs. 

Ozalid will copy anything written, typed, 
printed or drawn on any translucent original. 
An exact, clean, dry print is made in less thana 
minute. A letter size sheet costs less than 12 ¢. 

Ozalid copies can be made of ledger sheets, 
payrolls, instruction manuals, statements, 
tax returns, bulletins, reports, drawings, charts, 
etc.—is especially useful on cumulative reports 
and monthly statements. 

Ask the nearest Ozalid distributor (see 
phone book) to show you how Ozalid can help 
in your business...Or write to 66 Ozaway, 
Johnson City, N. Y.... In Canada, Hughes 
Owens Co., Ltd., Montreal. 

Oza.Lip — A Division of General Aniline & 
Film Corporation...From Research to Reality. 


OZALID 


(Circle 736 for more information) 
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‘a new machine 


Re. Allen to meet 


Electrite %9'wing demand 


"better 


electric keyboard | 


tie Hi master 
only $279.°° 


(lus oppicable toxes) coples 








@ The uniform impression possible only with IF YOU USE MIMEOGRAPH, 
an electric keyboard. MULTILITH, OZALID or sim- 


ilar duplicating equipment — 


@ The trouble free operation of manual 
back-spacing, line-spacing, = 


you know how difficult it is to 


get the right quality of type- 


, written copy for reproduction. 
a Electrified where 95% a typing actions The new R. C. ALLEN Elec- 
are performed. trite, with exclusive Microflex 


Impression Control is engi- 


® Manvel where 95% of electric typewriter 


: é ; neered specifically to make per- 
service complaints occur. ’ 


fect master copies . . . consist- 
@ Fingertip impression control adjusts ma- ently sharp, uniformly clear... 
chine for different duplicating methods. better than any manual or elec- 


tric typewriter made for corres- 


@ The clean, sharp brilliance of Carbon 
Ribbon reproduction. 


pondence work can produce. 
Write for details or call an 
Peat ise ; ee aes) R. C. Allen dealer. 


R.C.Allen Business Machines, Inc. 
684 Front Avenue, N.W., Grand Rapids, Michigan 


MANUFACTURERS OF ADDING MACHINES, CASH REGISTERS, BOOK- 
KEEPING MACHINES AND THE WORLD'S MOST ADVANCED TYPEWRITERS. 


(Circle 701 for more information) 
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Charts have a valid place in the 
presentation of data. They summarize 
complicated tables, emphasize trends, 
make comparisons easier, but they are 
wide open to distortions or to unwar- 
ranted conclusions, This could take up 
an entire article in itself, but, let’s 
examine quickly a couple of charts (see 
pages 16-17) provided by Burton C. 
Rush, co-founder of Graphics Institute, 
a consultant, analyst, and designer ol 
charts for management. 


In spite of all this juggling that can 
and does go on with figures and charts, 

perhaps because of it all, you are 
going to have to live with statistics, so 
you might as well get used to it. The 
Chamber of Commerce of the United 
States, through its Committee on Busi- 
ness Statistics, has issued a handy little 
eulde entitled What’s the Answer? In 
their sources of data, they include 108 
different places where you can get sta- 
tistics of value. The Bureau of the 
Budget released its pamphlet on the 
statistical services of the government, 
and it lists 125 ‘principal periodical 
statistical publications’ issued by the 
government. Nobody will need all of 
these, but few business men can _ plan 
without reference to statistics of one 
sort or another. 

Statistics are, and will continue to be, 
a major factor in helping you reach the 
decisions you must make in running 
your business. But they should not be 
allowed to dominate your executive 
judgment, and more importantly, they 
must not be allowed to mislead it. 


But how can you protect yoursell? 
First of all, be skeptical; don’t be bam- 
boozled by glib talk. You need experts 
to compile statistics for you, to in- 
terpret them for you, but the final de- 
cision must still be yours. So don’t 
hesitate to ask questions. When con- 
fronted with a set of figures which are 
important to a decision you must make, 
find out what the terms really mean, 
how the figures were collected, what 
the probable error may be. Do the fig- 
ures talk the same language as you? 
Are you sure you are both talking 
about the same things? It is your right 
and responsibility to be skeptical, and 
if you are, you will find greater respect 
for your judgment and will obtain 
greater value and sounder guidance 
from statistics. m/m 








——— EXECUTIVE ASSISTANT ——=> 


to a top manager | 


M.I.T. Engineering Graduate, class of °49, 
with formal education in business administra- | 
tion and diversified background in manufactur- 
ing, seeks position as Management Assistant. | 
| 
Experienced in machine shop operations, | 
mass production and technical design and de- | 
velopment. Accustomed to coordinating en- | 
gineering and production, expediting and | 
troubleshooting production difficulties, and 
organizing quality controls. 


Able to supervise and control production, 
to conduct operating surveys for methods im- 
provement and cost reduction, and to assist 
in the coordination of administrative and op- 
erating departments. 


Additional detailed information 
will be supplied upon request. 
Reply to: 

Box K, MANAGEMENT METHODS Magazine 
141 East 44th St., New York 17, New York | 

















for luxurious 
interiors 
Where elegance ts a req- 
uisite, experienced inte- 
rior decoratorsspecify 
Climax Club Smokers. 
These handsome non- 
tipping combination ash 
receivers and cocktail 
tables are of all-metal 
construction, chrome- 
trimmed. Choice of styles 
and colors to harmonize 
with any furnishings. 


Write for brochure 12-MM. 


“th. 


a Re he 


ARNOLT CORPORATION Unolana, usa 
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Putting yourself in 


the do-it-yourself market 


Me Phe appearance of a 
“new market” is a rare occurrence in 
our economy. When one does emerge, it 
is usually the result of a new activity, 
undertaken by a large number of 
people, which requires new or spe- 
cialized materials. It is the result of a 
re-orientation of function on a mass 
scale, rather than the product of an in- 
creased population. This is the case 
with the do-it-yourself market. 
Evidence has piled up to show that 
not only is do-it-vourself a new mar- 
ket, but it has become a surprisingly 
voluminous and profitable one in less 
than ten years. For example, the total 
sales volume of do-it-yourself materials 
in the city of Detroit alone amounted 
to $54,929,000 in one year, according 





The whole “Hi-Fi” indus- 
try is little more than 
a do-it-yourself venture. 
Component parts, which 
are now purchased di- 


CAN YOU PROFIT BY DO-IT-YOURSELF 2 


The introduction of water 
soluble. paints and hand 
rollers has made painting heavy industrial 
a fairly popular home 


How manufacturers of non-consumer products cashed-in 


on an expanding new consumer market 


to Variety Store Merchandising. Ply- 
wood sales to amateur carpenters have 
doubled in seven years and now account 
for 10% of the national output. All- 
told, do-it-yourselfers now purchase 
six billion dollars’ worth of building 
materials annually. 

Significantly, this is not a consumer 
market for consumer goods. It is a con- 
sumer market for what was, heretofore, 
strictly industrial or business goods. 
Formerly, the sale of woods, metals, 
tools, and the other ingredients which 


are used by home craftsman, was con- 


fined largely to professional builders 
and contractors. With the addition olf 
easy-to-follow instructions, specially 
made materials, a consumer marketing 
program, and devices to attract the 
amateur, some manufacturers have 
carved for themselves a brand-new lu- 
crative market. 


Launching a consumer plastic 


The St. Regis Paper Company’s suc- 
cess with its plastic products is a good 
illustration of how an industrial manu- 
facturer made good in the do-it-your- 





THESE INDUSTRIES DID 





Paint Tools 


ment and large 


Companies which formerly 
exclusively manufactured 





Furniture 


Ten years ago, no one 
would have thought that 


equip- any knock-down furniture 
power could find a large enough 


| You Get Things Done With 
Boardmaster Visual Control 








| Gives Graphic Picture of Your Operations— 
Spotlighted by Color 


Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 


Simple to operate—Type or Write on 
Cards, Snap in Grooves 


Ideal for Production, Traffic, Inventory 
Scheduling, Sales, Etc. 


Made of Metal. Compact and Attractive. 
Over 50,000 in Use 


Complete price $4gso including cards 
| 24-Page BOOKLET NO. M-300 
_ | FREE | Without Obligation 


Write for Your Copy Today 


| GRAPHIC SYSTEMS 


55 West 42nd Street e« New York 36, N. Y. 
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rectly by the consumer, 
were previously sold only 
to a relatively few radio 
and phonograph manufac- 
turers. This industry has 
progressed to the point 
where several manufac- 
turers are making do-it- 
yourself kits for the con- 
struction of the compo- 
nent parts by amateurs. 
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sport. Home workmen will 
buy 150 million gallons of 
paint this year, or 75% of 
the industry’s production 
for non industrial use. An- 
other paint estimate re- 
veals that the industry ex- 
pects to sell eight million 
paint roller units this year 
—at a total retail value of 
more than twenty-four 
million dollars. 





tools, have now extended 
their lines to include the 
smaller hand power tools 
and complete home work- 
shops. The introduction of 
materials (woods, plastics, 
metals) in a new format 
for non-professional use 
has greatly stimulated and 
increased the need for 
easy-to-use power tools 
and shop equipment. 





market to make it a profit- 
able business. Tradition- 
ally, furniture has always 
been a standard, solid 
product, with the over- 
stuffed chair as a symbol 
of the industry. Today, 
lightweight, modern fur- 
niture, the kind anyone 
can put together, has cap- 
tured a significant portion 
of the market. 


Jaws ha ~ ° 
stronger gmp: 
won't ben 











Available in '/," to 
2" widths; choice 


away #rom of 12 plain colors 
card stock or imprinted 
Records alphabetically, by 
can't snag- states, months, 


numbers, or to fit 
See Your Office | special needs. 


Supply Dealer 
r Write 


CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


For More Than 50 Y ears a Comp e Lin 
of Time-Saving Signals and Indexes 
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How industry found a way 


% TO GIVE A PRIME MOVER A CHECKUP 
% PRINT PICTURES WITH SPRAY GUNS 
% CATCH A STOCKING ON THE RUN 





Back checking pays off — A close look 
at your plant will probably uncover the 
fact that despite automation, the human 
hack has stayed in service. A good many 
sacks and barrels are still hoisted and 
heaved by this old reliable materials- 
handling machine. 

Many companies have discovered that 
preventive maintenance of human ma- 
chinery can be a big money saver. A 
periodic x-ray examination of the backs 
of workers who perform heavy opera- 
tions is a long step in the right direction. 
The payoff comes in increased employee 
efficiency (and morale), reduced sick 
leave, and possibly in lowered group 
insurance premiums. 

We'll gladly send you or your medical 
group full data on Du Pont X-ray Film. 
To get it, mail the coupon below. 





Spray-painted photos — Transferring 
designs directly from drawing to prod- 














accuracy, we suggest the use of a unique 
industrial product: Du Pont DH“ de- 
hydrated photographic emulsion. 

To use “DH,” you dissolve it, spray 
it on your metal, plastic or wood, and 
let it dry. You can now print drawings 
on these materials just as you would on 
a sheet of photographic paper. Most 
enthusiastic present users of “DH” are 
aircraft manufacturers. They’re cutting 
intricate templates from patterns print- 
ed directly on the template material. 

Clipping and mailing the coupon will 
bring you more information about 
Du Pont “DH.” 


16,000 pictures a second — A high- 
speed camera took the movies at right 
to show a hosiery manufacturer the 
cause of the runs in his stockings. Pic- 
ture-snapping as fast as 16,000 frames 
a second, this camera can stretch a 
single second into a film that runs more 
than 10 minutes! 

Fast action calls for split-second ex- 
posures ...and so high-speed Du Pont 
Type 931 motion-pic- 
ture film was chosen to 
photograph the actual 
break in the thread. 
On 931 you can shoot 
faster, with less light, 
and still record the 
fine detail you need for 
easy analysis. 


Want to discover the 
secrets of such hard- 
to-see subjects as 
whirling machine tools, 
exploding glass, or arc- 
ing brushes? You can 
get full details about 
Du Pont 931 — by mail- 
ing the coupon below. 


ucts of metal or wood is often a time- Or ask to see the 
and labor-consuming job. To make Du Pont Technical 
these transfers faster, with photographic Representative. 
ee me 
Du Pont 1712 | 
DU PONT 2496 Nemours Building | 
Wilmington 98, Delaware 
PHOTOGRAPHIC Please send me more information on l 
Please have your Technical Representative call. 
PRODUCTS vee | 
Firm 7 
Title | 
REG. U. 5. PAT. OFF Street | 
BETTER THINGS FOR BETTER | 
LIVING .. . THROUGH CHEMISTRY City State j 
(Cirele 715 for information) 
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self The 
producing industrial plastics for a num- 
the 


market. company had been 


ber of vears. However, need for 
diversification, and the emergence of at 
$60 million market in 
the 


company that do-it-yourself was a “ripe 


least a annual 


decorative laminates, convinced 
melon” waiting to be sliced. 

Panelyte, a decorative laminate, was 
introduced in 1947 for sale to furniture 
manutacturers and prolessional contrac- 
tors. Even before the company decided 
to gear the sale of Panelyte to do-it- 
vourselfers, many of them had already 
Phen, in 1954, St. Regis 
began a sustained campaign to sell it to 
A new 1,” thick 
product was designed to replace the pro- 
fessional 44,” thickness. 


the marketing of the new 


cliscovered. it. 
the home craftsman. 
product 


All the 


different elements of a new product 


became a major undertaking. 


promotion were studied and programs 
devised. For example, the name was 
changed to St. Regis Panelyte to add 
the prestige of the company’s name and 
identification to the laminate. 

To facilitate marketing, a national 
distributor and dealer system was set 
up. A delivery formula that guaranteed 
the purchaser a rapid delivery of his 
purchase (one week-10 days) gave the 
company a distinct advantage over its 
chief competitor. 

\ coordinated merchandising and 
promotion program was inaugurated in 
New York with a sales meeting. From 
there, key sales executives visited all 
parts of the country to sell distributors 
on the advantages of Panelyte. These 
teams visited 22 states in three weeks. 
At the same time, they began advertis- 
ing in important home, women’s and 
do-it-yourself publications. 


Reaching the customers directly 


The company’s policy of selling “all 
the way through” was responsible for a 
program of getting professionals to help 
do-it-yourselfers with construction prob- 
lems. St. Regis even hired a woman 
fashion consultant to stimulate greater 
appeal for decorative laminates among 
homemakers. ‘These and similar meas- 
ures played a leading role in the prod- 
uct’s eventual success. 

A good example of how this program 
was carried out took place in Jackson- 
ville, The Mason 


Florida. Lumber 











C.C.MOKUM 


_ (Complete Control} 


by AL 
CAPP 





‘““Complete Control’’ solves 
another coffee-break problem ! 


WE'VE BEEN FIDGETING 
FOR AN HOUR, WAITING 
FOR YOUR -uGHI- SLOPPY 
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TH’ RUDD-MELIKIAN COFFEE 
DISPENSER’S READY ANY 
TIME —WIF DEE-LISHUS 
——. K-KAFE 7” 

















A Rudd-Melikian coffee dispenser is the solu- 
tion to the coffee-break problem in any plant 
or office. It serves Kwik-Kafé coffee—100% 
pure, fresh-frozen, delicious; also hot choco- 
late and a variety of other beverages. Regular 
servicing by your local Kwik-Kafé dealer. 
Check with him for full details—he’s listed in 
your telephone directory—or write direct to us. 


RUDD-MELIKIAN, INC. {i 
Gentlemen: 


Hatboro, Pa. 
Please send me a copy of booklet 15M explaining how 
to control the coffee-break with R-M dispensers. 


o 


MMOs Sh os ore ca ka te Oa 


Firm 


Street 


(Circle 754 for information ) 


methods 


more 





Company was appointed distributor for 
that region. The company then organ 
ized two days of special events to launch 
the product and the distributor. The 
largest home furnishings store in town 
devoted all its window space to furni 
ture covered with Panelyte, while a de- 
partment store featured kitchen cabinets 
covered in Panelyte. 

Prior to the two day event, special 
publicity material was distributed to 
150 newspapers in the greater Jackson- 
ville area. This material featured home 
furnishing tips, photographs of room 
settings, product information, etc. At 
the same time, newspaper ads were 
placed in the leading Jacksonville news- 
papers, announcing the appointment of 
the new distributor. 

A series of special events was held. 
Ihese included a sales promotion meet- 
ing between company and distributor 
oflicials, a special kitchen display in the 
lobby of a local hotel, and a cocktail 
party for local figures. 

When Panelyte was introduced to 
Pexas, the company arranged for spe 
cial freight cars, bearing banners, to 
carry the shipment to Texas. The ma- 
terial was enough to build 10,000 sink 
tops lor Texas homes! 

The St. Regis experiment is less than 
two vears old, yet sales of decorative 
laminates have increased immeasurably. 
Company ofhicials have been unable to 
break down current sales figures to re- 
veal the numerical impact of do-it 
yourself on the profit) picture. How 
ever, all agree the venture is profitable. 


The case of Reynolds Aluminum 


A chance discovery plunged — the 
Reynolds Metals company into the do 
it-vourself market. A vice president 
watching a carpenter noticed that the 
workman was cutting aluminum trim 
moulding with an ordinary cross-cut 
saw. He cautioned him on the obvious 
mistreatment of the saw. The workman 
proved to him that cutting the alumi- 
num did not damage the saw. 

VV. P. Clarence P. Manning con 
ceived the idea trom this incident 
that aluminum could become a work- 
ing material for the home craftsman. 
Special metal cutting tools would not 
be necessary. The special skills that had 
for so long been associated with metal- 
working could be ignored, and_ the 
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*Pat. Pending tTrode Mark 
ttlicensed under DuPont Patent 


OFFICE-ettes and PARTITION-ettes are products of 


. P “me Sete eh 
3 


] sie cha UP Be 22 B SG UP LS 


ARNOT-JAMESTOWN DIVISION 
730 Fifth Avenue, New York 19, N. Y. 
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How a lock company cut order- 
invoice typing time €O% 


Schlage Lock Company, of San 
Francisco, has achieved exceptional 
efficiency in the order-invoice sys- 
tem with a snap-out form built 
around a Colitho Paper Offset Du- 
plicating Plate. Typing time was 
reduced 80%. Mailing time was cut 
in half. Clerical errors were greatly 
reduced—and transcription errors 
have been eliminated! 


Colitho Plates — plain 
or preprinted — can be 
adapted to any busi- 
ness form. The original 













| Colitho Division, COLUMBIA RIBBON AND CARBON Mr6. Co., Inc. 
j4912 Herb Hill Road, Glen Cove, New York 


Name 


Okay, send me the Colitho Idea File 


typing prepares the plate which is 
run off on an offset duplicator. Form 
and fill-in are reproduced in perfect 
register — cleanly — legibly. 

This case history demonstrates the 
economy and efficiency that count- 
less businesses now enjoy through 
the use of Colitho Plates. We havea 
collection of these factual stories 
which you will find packed with 
valuable ideas. May we send them 
to you? Use the coupon and you'll 
receive your copy of the Colitho 
Idea File promptly. 


THE ‘‘ONE-WRITE”’ WAY TO RUN A BUSINESS 








Company. 





Address 





City. 


Zone State 





r------ 


ES a 


(Circle 708 for more information) 


26 


home-craltsman could treat aluminum 
as he did wood or plastics. 

A special shop was set up to experi 
ment with the problem of metal work- 
ing with wood tools. Different alloys 
were tested. Finally, an alloy with a 
temper strong enough for workshop 
use, and vet softer than tool steel, was 
evolved trom the tests. 

Che final problem was to design this 
metal into easy to use, do-it-yourself 
products. Shapes engineered tor home 
workshop use include sheet, rod, bar, 
tubing, and angle. Even roll-formed 
and extruded sections, designed espe- 
cially for home-built windows and 
screens, were made. In addition, a 
variety of aluminum fasteners was of- 
fered for home workshop use. 

The full-scale marketing of the new 
products was begun after a successful 
test marketing in Louisville, Kentucky. 
A total of 100 dealers sold the new 
products in the marketing trial. 

The success of do-it-yourself alumi- 
num was instant and widespread. Com- 
pany officials estimate the sale of all 
aluminum home craftsman products to 
be several million dollars per year, since 
its introduction three years ago. 

Reynolds manufactured products fon 
the consumer prior to the do-it-yoursel! 
materials. However, these were con- 
fined to such items as aluminum foil 
wrapping. The sale of aluminum build 
ing materials was limited to the profes- 
sional building trade. 


Special woods make special sales 


The United States Plywood Corpora 
tion, in a recent study of four great 
metropolitan areas, gathered the names 
of purchasers who asked for their prod 
uct by name. ‘These purchasers were 
then interviewed and it was discovered 
that 42% of them had either converted 
their plywood purchases into furniture 
or had made decorative wall applica 
tions from it. 

The U. S. Plywood success is the 
result of the company’s eflorts to de 
velop products for the do-it-voursell 
market. They felt they should perfect a 
pre-finished decorative hardwood ply 
wood, in such grains as Walnut, Korina, 
Mahogany, and Oak. With few other 
problems than cutting the panels to 
length, and fitting corners, the product 


seemed a natural for home craltsmen. 





How Long 


Should Records be Kept? 
iit ie eS 
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Now 
available— 
our Manual of Re- 
cord Storage Practice 
with Retention Periods for 
general business and banks. It 
tells a simplified story of record 
procedure and an easy-to-do 
storage plan for inactive records. 
A VALUABLE GUIDE FOR 
EVERY BUSINESS. For your 
FREE copy, clip this ad to your 
letter-head and mail to: 


BANKERS BOX CO., Dept. MM12 
720 S. Dearborn St., Chicago 5, Illinois 
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TRY THIS 


EVANS GATHERING RACK 
30 Days at our expense 





See for yourself. One person 
collates more than 3,500 pages 
per hour. Racks cost only 

$10 to $25 retail. Slash collating 
time and cost 50‘;. 


Light, durable, all-aluminum 
construction. Can be stored in 
1 cubic foot space. Gives 

long, trouble-free service. Each 
rack section holds 500 sheets. 


SEND TODAY FOR FREE TRIAL 


SES EEERBER EERE ES 
@ Evans Specialty Co., inc. — 2042 Evans Bidg. 
WH 1800 E. Grace St., Richmond 23, Va. Se 


@ I would: like a free test of the Evans 9 
Gathering Rack, 30 days in my ® 
own Office. 
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HAVE YOU HEARD ABOUT...HAVE YOU SEEN 


CONVOY “Chem-Board’* 


RIGID, PERMANENT, INEXPENSIVE 

















record storage 


FILES 


Chem _ Board 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 


storage 


files. They're shipped 
assembled, ready for 
use. 


*CHEM-BOARD is the 


product of Convoy’s 
chemical impregnating 
process that makes 


corrugated board 
flint hard, rock strong. 


CONVOY 


also makes a 
complete line 
of Tote Boxes, 
used by fam- 
ous names in 
all types of 
industry. 


WRITE FOR COMPLETE INFORMATION 


CONVOY, INC. 
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POSTURE 


CHAIRS 


Manufactured in Sturgis, Mich. and Charleston, S. C. 
The Sturgis Posture Chair Company, Sturgis, Michigan 


THE STURGIS POSTURE CHAIR COMPANY 
General Sales Office, 154 E. Erie St., Chicago 11, Ill. 


We'd like a copy of your illustrated folder 
on chairs with fiber glass bases 
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Ihe product developed to meet these 
specifications was Plankweld. Not only 
did it provide a luxury-finish wood, easy 
to buy and install, but the finished 
product is strong and professional look- 
ing. After initial success with Plank- 
weld, U.S. Plywood developed Weldtex 
as a do-it-yourself product by putting it 
out in packages of squares, so that it 
could easily be applied to walls or ceil- 
ings. Weldtex is adaptable as either an 
exterior or interior material. 

Other products followed, each ac- 
companied by descriptive booklets in- 
structing the home craftsman on how to 
Sales 
spokesmen all 


make use of them. increased 


noticeably. Company 





STORES WHICH SUPPLY MATERIALS 
FOR MAJOR DO-IT-YOURSELF ACTIVITIES 
According to Small Business Adm., 
Dept. of Commerce 
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agree on the “shot in the arm” do-it- 
yourself products gave to business, but 
no figures have yet been developed to 
report the quantity of the jump. 

As these case histories illustrate, do- 
it-vourself is a lucrative market, worth 
investigating. Just how much money 
can be made, or how deep the market 
runs, is still inestimable. Businessmen 
cannot ignore the fact that eleven mil- 
lion homes now have workshops, and 
that the average household spends $75 
annually on home workshop materials 


for a_ total of $825,000,000. m/m 
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These Egry Systems Engineers design all kinds of forms from simple 
autographic register forms up to multiple-copy tabulating forms for 
Integrated Data Processing on electronic business machines. 


They provide Egry customers with forms designed for maximum 
systems control and advertising value . . . forms that feed smoothly 
. .. Stay in perfect alignment. 


You, too, can have Egry Systems Engineers working for you at no 
cost. Let them simplify your business forms procedures. Your Egry 
representative can arrange it. 


Mail coupon for typical examples of Egry Forms and Systems layouts. 





























BUSINESS FORMS 

















j 7 
THE EGRY REGISTER COMPANY °* DAYTON 2, OHIO ; 
| Please send me a sample pack of Egry Forms & Systems layouts. | 
| | 
I NAME____ 
| 
COMPANY : 
| 
ADDRESS l 
i ! 
| CITY ZONE STATE | 
= — ese cue cee come cme cee ee owes —_— ee cme cee oe en Sa 
Dayton, Ohio e Leipsic, Ohio ¢ Los Angeles, Calif. 
In Canada: EGRY CONTINUOUS FORMS LTD., Toronto, Montreal 
eee ; ms % Es 
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wo USE 
LOOKING, } 

OSCAR YOU 
CAN'T SEE MY 

‘ PAYCHECK 
THROUGH THIS 










PAYCHECK ‘‘OUTLOOK”’ 
ENVELOPES 


Eliminate Time and Expense of Ad- | 
dressing, also chances for Errors. | 
Paycheck “Outlook” Envelopes are 
absolutely opaque. 
Essential when 
wages are paid by 
check. Nothing 
shows but the em- 
ployee’s name. This 
improves personnel 
relations. 


Send for 
and Prices 


Samples 
Today 





OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd., Chicago 7, Illinois 
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when, you need filed papers fast | 








Oxford PENDAFLEX® 


“CARRY FILE’”’ 


In the office, on the road, at home—find and 
file faster with this stylish file. Keeps reports, 
letters, bills, valuable papers always at hand. 
Made of lightweight steel, tan finish. Brass 
lock, leather handle, piano-hinge. Holds 25 
Pendaflex celluloid-tab hanging folders. 9” 
x 13” x 10%” high. 
PSR BRR RRR RRR REE eee 
Clip coupon for catalog, name of dealer B 
Oxford Filing Supply Co., Inc. 8 
63 Clinton Road, Garden City, N. Y. 


Name 


« 
g 
EA 
g 
‘ess. 
Addr a 
e 
x 








City, State. 
Oe ee ee se ee ee 


(Circle 735 for more information) 








28 


A DETAILED METHODS CASE HISTORY 


CI 


How to set 





by Richard J. Dandeneau 


Department of Business English 
University of Illinois, Urbana, Illinois 


Gua One of the most im- 


portant factors contributing to 
harmonious employee relations is man 
agement’s success in talking and listen- 
ing to its people. It requires a free 
exchange of information and opinion 
among people, up, down, and across 
the organization charts. Isolating and 
choosing this objective is easy. Writing 
it down in a program isn’t too difficult 
either. But putting the program to 
work is another story. 

It’s a hard, tedious job to launch 
and maintain an effective program of 
employee communications. This study 
demonstrates how one company accom 
plished the task. The results are re 
warding. This plant presents an en- 
lightening before-and-after example of 
employee communications. 


Communication is no panacea 
Good communications cannot solve 
all of management’s problems. An em 
ployee communications program, a 
transmission system, is only as strong 
as the policy it communicates and in- 
terprets. It must be administered by 
sincere in its 
Without 
cerity, the confidence of the employee 


a management respec t 


for its employees. this sin- 
cannot be won. Management philoso- 
phy is the key to successful employee 
relations. A good communications 
system is only a medium for permeat- 
ing this philosophy throughout the 
company. A communications system 
can have a negative effect if the mes 
sage it conveys is negative. 

It is tell the 
people in a given plant to have a given 
attitude towards the plant and its man- 
the 


ported in this study are “guesstimates” 


hard to what causes 


agement. Therefore, results re- 


up an employee communications | 


of the improvements made. There is 
no doubt that the employee relations 
are better at this plant now than they 
were before the communications pro 


gram was intensified. 


How the program was organized 
This plant has been in operation 
since 1946. Its business is the manufac- 
ture and sale of components to manu 
facturers of washing machines, dryers, 
‘The 


volume of the plant has shown fairly 


and garbage disposers. business 
steady growth since its inception, al 
though volume has been subject to 


seasonal fluctuation each vear due to 
consumer buying habits. This fluctua- 
tion causes ups and downs in the em- 
ployment ranging from a high of about 
900 to a low of about 700. Grievances, 
work stoppages, and low output per 
employee were some of the problems 
that had to be solved. 

Approximately two years ago, a new 
management team came to the plant. 
This in itself did much to improve the 
management in the 


the 


effectiveness of 


plant, especially in area of em 


ployee relations. This was due to the 


willingness of the new management 
team to meet and discuss problems 
with employees of the plant. 

The major goal has been to establish 
a new management philosophy and to 
create a new operating climate by win- 
ning the 
Another major goal has been decen- 


confidence of employees. 
tralization of decision-making author 
ity, putting the decision-making at the 
operating level. This change has done 
a great deal to give the plant more 
positive leadership. 

In order to establish and maintain 
an effective communications program, 
that it 
first be necessary to train supervisors 


management realized would 
as communicators, and to motivate the 
entire management team in the spirit 
The 


next step was then to use these trained 


of communicating with people. 


communicators, and this spirit of com- 


munication, in effective mediums in 
talking and listening to the employces, 
at their own levels. 

Phe responsibility tor executing the 
communications program in the plant 
rests with the Industrial Relations Sec- 
This 


responsible to the general manager, Is 


tion. section, under a manage 
divided into four units: Education and 
Training, Emplovee Communications, 
Personnel, and Salary and Wage Ad- 
The last 


connected 


ministration. two units, not 


directly with communica- 
tions, will not be discussed here. 
Believing that 
start at the top and work down, man- 
tried to 


“canned” programs. Instead, they estab- 


employee relations 


agement has not impose 
lished a long-term program which con- 
sisted, first of all, of motivating people 
to communicate, and secondly, of train- 


ing people to communicate. 


Motivation of the management team 

Staff mectings at all levels offered 
the opportunity for middle manage- 
ment and supervision to discuss the 
over-all operation with their boss. This 
personal contact affords an important 
medium for two-way communications. 

Dinner meetings are periodically 
conducted as a further means of in- 
tegration and motivation. Top man- 
agement is given an opportunity to 
know each foreman and supervisor as 
individual personalities. 

Newsletters and other topical pub- 
lications inform all management levels 
of important industry-wide, company- 
wide, and plant happenings which are 
individual func- 
tions. Such printed media giv« 


related to and aftect 
man 
agement and supervision information— 
the ammunition of communication. 
“Walking the mill’’ by top and mid- 
dle management was stressed heavily 
the 
took ove) 


from time the new management 


team in order to set an ex 


ample of personal two-way communica- 


methods 








program 
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RESULTS 


— 


No work stoppages have oc- 
curred for more than a year. 


BRO 


In a recent promotion to get 
more employees interested 
in a savings plan, the man- 
agement successfully __in- 
creased participation from 
25 to 56 percent. 


Ww 


Suggestions received from 
employees have _ increased 
from 106 in 1952 to 559 in 
1953. At the end of the 
third quarter of 1954, 518 
had been received. 

im- 


4. Output has _ increased 


measurably. 
5. Absenteeism is down. 


6. Employee morale is up. 


tion for first-line supervision to follow. 
It is felt that employee confidence is 
best stimulated by a sincere approach. 


Training the communicators 
Management Information Confer- 
ences are designed to strengthen hori- 
zontal communication and integration, 
giving supervision an opportunity to 
improve understanding, and express 
points of view on various functions of 
the business. Before MIC was set up 
by the new management, foremen com- 
plained often that when they had prob- 
lems, middle-management reported 
that nothing could be done until top 
management was consulted. This usu- 
ally meant the problem continued 
without a solution. Such topics as the 
Report, 
Plans, functions of the five sections of 
the plant, the Emplovee Rating Sys- 


and the 


Annual Employee Benefit 


tem, the Union Contract, 


december 1955 
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. 
e 
es That’s the report received from Mr. 
Harold W. Young, Asst. Treas., La Salle 
Extension University, Chicago, Illinois. 


CUMMINS Check Signers 
and Endorsers are 
Time and Cost Savers! 


La Salle Extension University, like all users 
of Cummins Check Signers, reports amazing 
speed and efficiency in their check signing. 
In addition, Cummins Check Signers give 
unvarying uniformity of the signature, be- 
cause they use ink instead of ribbons. 


Cummins Check Signers are accompanied 
by a $10,000 forgery insurance policy. Pay- 
roll deadlines present no problem when a 
Cummins Signer is in use. 

Suitable Models are available for any volume 
of checks. High-speed, automatic feed ma- 
chines can sign over 20,000 checks per hour. 


La Salle Extension University also uses a 
Cummins Check Endorser to eliminate noisy 
hand stamping of checks for deposit. Checks 
are endorsed at the same time as they are 
listed on the deposit ticket, ready for the 
bank that much earlier. 


Many firms use the same Cummins machine 
for both endorsing and signing. La Salle 
Extension University has peak periods for 
both operations which frequently coincide 
and necessitates the use of two machines. 


Like their ‘running mates’, the Check 
Signers, Cummins Endorsers feature sim- 
plified operation, rugged design, and light 
weight. They save all the time wasted in 
hand stamping. As the operator lists each 
check, she simply drops it into the endorser 
and it is automatically endorsed and stacked 
in sequence. 


@eeeeeeeeeeeeoeese 


SALES AND SERVICE IN ALL PRINCIPAL CITIES 


(Circle 


time with complete safety!” 





‘Our CUMMINS Signer 


caves valuable executive 






Write today for complete 
information and illustrated 

literature. A no-obligation 
demonstration can be arranged 

at your convenience .. . | 
ask for one. / 
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IN BUSINESS AND BANKS @ SINCE 1887 


Cumming 


CUMMINS BUSINESS MACHINES 
A Division of Cummins-Chicago Corporation 
4740 North Ravenswood Avenue « Chicago 40, Illinois 


712 for more information) 
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Grievance Procedure are discussed at 
MIC meetings. All key employees are in 
vited to these meetings, which are held 
approximately once every two weeks. 
Management programs 
are conducted for groups of new fore- 


orientation 


men, supervisors, and specialists. In 
addition to company-wide and depart- 
mental orientation, new key personnel 
are informed of the basic qualities 


necessary for success at all levels of 
30-hour pro- 


management. MOP is a 









FOR COMFORT, 
bonded foam latex 
padding; 2” on 
seat, 1°° on back 








TON-TESTED! 
Modern testing 
showed these 
chairs still rigid 
under more than a 
ton of pressure. 





“WALL SAVERS” 
Backs of side and 
arm chairs cannot 
touch wall even 
when legs do. 








THEY STACK— 
Side chairs de- 
signed to store 
easily and simplify 
floor-cleaning. 














side chairs as low 






gram held two hours a day for three 


weeks. Company and departmental his- 
tory, structure, policies, economics, key 
employees’ responsibilities, union and 
human relations are discussed. 

Public speaking classes for key per- 
sonnel are conducted after working 
hours. Students in classes of eight to 
12 prepare their own speeches, delive: 
them, and are rated by their classmates 
for their benefit. 

Human relations classes are provided 


< 


to 


PRICED TO PLEASE 
YOUR SENSE OF ECONOMY 


Comfortable seating for yourself and 
your staff, for clients and customers 
in fresh new design concepts 
that are pleasing to the eye . 
rigidly constructed for long service, 
and with easily-removable coverings of 
elastic U. S. NAUGAHYDE; other 
fabrics in many colors available. 
AA ond arm rests. “Wall-saver” side and arm 
padded or plastic arm 
handsome swivel models 


chairs with 
rests, and two 
with arms 

as 31.40, 


swivels as low as 53.00. Ask to 


see them today! 


steak your Cramer dealer 


OR WRITE DEPT. MM-1 
CRAMER POSTURE CHAIR CO., INC. 
1205 Charlotte, Kansas City, Mo. 


MAKERS OF CRAMER POSTURE CHAIRS 
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for all key personnel in groups of 10 
or 15 per semester. Such subjects as 
“Leader or Boss,” “Cooperation—a 
Two-Way Street,” and “How to Give 
a Reprimand” are studied. 

Selling classes are offered to groups 
of 10 to 15 persons per semester. This 
program the student to 
ideas by developing certain 
approaches. Classes are held weekly 
and home-work assignments are made 
on such topics as “You Approach,” 
“Movers,” and “Obstacles.”’ In 
classes, students learn how to sell ideas 
by using the salesman approach. 


teaches sell 


human 


these 


Winning employee confidence 


The third step in the communica 
tion program is in reality a manifesta- 
tion of the first two steps. Here, a 
direct approach is being made to win 
the confidence of the employee. The 
skills and spirit which were imbued 
and cultivated in the training of man- 
agement are now applied. ‘These direct 
media include: 


Orientation meetings 

For new employees these produce a 
sense of belonging and relieves the 
anxieties created by newness. Subjects 
such as wages, hours, benefits, working 
conditions, and opportunities for ad- 
vancement are discussed by supervisors 
and specialists more qualified on each 
Reasoning that the 
new employee’s first impression of a 


particular topic. 


company is usually a lasting one, and 
that the information he receives when 
he is first employed will definitely in- 
fluence his future opinions and_per- 
formance, the department puts each 
new worker through five-hour 
orientation program in one-hour daily 
sessions on company time. Besides the 
above topics, a description of a motor 
in operation is made on a display 
model, a tour of the entire plant is 
conducted, and the history of the com- 


this 


pany and his department is explained. 


Foreman’s round table meeting 


A new, two-way communication me 
dium has recently been installed. In 
this, small groups of employees get 
together with their foreman for an 
opportunity to extensively discuss 
selected topics which have been pre- 
pared by the Communications people. 


The foreman has been briefed on the 
topic and is prepared to discuss it with 
his people. Such subjects as “Custom- 
ers and Competitors,” ‘Future Plans,” 
and ‘National Economy,” have been 
covered so far. It is planned to discuss, 
in the future, elements of costs, new 
products, new machines, and competi- 
tors. The employee is encouraged to 
ask questions relevant to the topic. 


The suggestion plan 

This plan creates in the employees 
a feeling of participation in the busi- 
ness through the submitting of their 
ideas, and it helps to satisfy their desire 
for recognition by the winning of 
awards, Employees discuss ideas with 
foremen and submit them as written 
suggestions. The Suggestion Commit- 
tee Secretary then contacts the sug- 
gester and idea further 
with him. Following this an objective 
and informative decision is promptly 
written to the suggester. If the idea 
merits an award, swift action is taken. 


discusses his 


Plant tours inaugurated 


Recently 
their 


installed for employees, 
families, friends, and their or- 
ganizations, these are a part of the 
standard communications program. 
The tours offer the opportunity for 
supervisors and executives to become 
acquainted with the family and friends 
of their employees. Tours are con- 
ducted by any member of management 
who has been briefed on the subject. 
A typical tour starts with a meeting at 
the gate. then con- 
ducted to a meeting room where the 
business is explained and the product 
is demonstrated. ‘The tourists are 
taken through the plant, stopping at 
the cafeteria for refreshments. The 
group then adjourns to the meeting 
room where a discussion period is held. 

Written communications are also 
important in the program. One of the 
most interesting, unusual, and effective 
publications is the daily news sheet. 
This daily, one-page, mimeographed 
sheet appears every afternoon during 
the employees’ rest period, with such 
late headlines, local, 
plant, and sport news, the weather fore- 
cast, names of visitors that day, jokes, 
congratulations to 


The visitors are 


news as world 


attaining 
five or more years service, and items of 


people 
general interest. 


methods 





This ‘daily’ has tremendous value 
as a rumor striker. For example, if a 
rumor starts in the plant that there is 
to be a lay-off that day, by 1:00 p.m. 
the paper can be distributed in the 
plant with the full and accurate story. 
The employees have come to depend 
upon this newspaper as their earliest 
possible source of information. Read- 
ers get concise news highlights at their 
place of work three hours before seeing 
their home newspaper. The credibility 
of the paper is closely guarded. Con- 
troversial issues are reported in an un- 
biased manner and reprimands are 
strictly forbidden. 

The bi-weekly plant newspaper is 
an employee publication designed to 
give employees the latest information 
about the company, plant, and _ its 
people. Much of the copy is written 
by employee reporters located in vari- 
ous work centers throughout the plant 
who volunteer for this job. Reporters 
hand in their copy to the editor who 
prepares it for publication. The con- 
tent is balanced between social and 
personal activities, company, and plant 
news. Photographs are used wherever 
possible to tell a story. Editorials and 
promotional programs which are not 
appropriate for use in the daily are 
reserved for the bi-weekly paper. 

Other written communications 
media include booklets to employees 
describing the Suggestion Plan, the 
Pension Plan, the Savings Plan, and 
other employee benefits. These are 
distributed at the time of employment 
during the orientation program, and 
periodically as drives occur. First-line 
supervision gives a periodic refresher 
course on these benefit programs in the 
MIC meetings previously described. 
Supervisors maintain a supply of book- 
lets for on-the-job distribution. m/m 
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SEE PAGE 5 
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A manufacturer has three subsidiary plants in different locations, each 


of which purchases a great number of materials for production. There 


was need for an integrated accounting procedure covering the purchas- | 


ing cycle which would guarantee control, accuracy, and efficiency with | 


proper liaison between the home office and the subsidiaries. A Moore 
system was installed which centralizes purchasing control in the home 


office and permits each plant to control its own accounting functions. 








The System 


Five different operations integrated in 
one over-all system give the manufac- 
turer efficiency and control in manag- 
ing purchases. These are the five 
operations: 


1. Stores Department Operation 
The department requisitions and dis- 
tributes stockroom items: schedules 


delivery and use; transmits requisi- 
tions to Purchasing. A 3-part Moore 
Part 1 


Manifold book form is used. 





The 10-part 
Moore Speediset 








OOOOON 








Vendor file and is matched later to 
vendor's invoice, receiving repot, etc. 
Part 5 goes back to Stores for itssfile. 
Parts 6. 7. 8, 9 (bottom-stub Speedi- 
set) is the Receiving Report with price 
columns blocked out. Part 10 is sent 
to the department that requisitioned as 
check against error. 

















The Moore book form simplifies requisitioning 


posts to a Kardex inventory control. 
Part 2 is kept in a numerical file: part 


4. Receiving Report This is made 
. L I 
3 authorizes withdrawal of items. 


up. as stated before. of parts 6 through 
9 of the Purchase order. After mer- 
chandise is received, the Receiving 
clerk distributes parts thus: part 6 to 
Purchasing to approve vendor invoice: 
7 to the requisitioner as notification; 8 
stays in the Receiving file. Stores uses 
part 9 to post to Kardex. It is then 
forwarded with copy of invoice to Ac- 
counting for expense—and cost-dis- 
tribution. 


2. Purchasing requisitions A 4- 
part Moore Manifold book form is 
used by Stores to requisition inventory 
that is low. Part | goes to Home Office 
Purchasing. Part 2 is kept in a numer- 
ical file of the plant's Purchasing 
Dept.: part 3 stays in a numerical file. 
The requisitioner holds part 4. 


3. Purchase Orders The Home Of- 
fice Purchasing Dept. uses a 10-part 
top-stub Moore Speediset form. Parts 
1 and 2, and parts 6 through 9 are also 
connected by a bottom stub. 


5. Accounting and Inventory 
records Invoices sent by vendor are 
matched with parts 4 and 6 of the Pur- 
chase order. They are used to process 
payments and to give account distri- 
bution control. A Kardex in Stores 
furnishes positive control for all items 
issued or received. 


Parts 1 and 2 (bottom-stub Speedi- 
set) are sent to the vendor, part 2 being 
returned as acknowledgment. Purchas- 
ing holds 3 in the file. 4 stays in a 


(Circle 731 for more information) 











HANDY WAY TO DO IT 


The book form, a Moore first, 


can be used in any business, 
any operation—wherever hand- 
written forms are desirable. It 
gives original records. Moore 
constructs book forms ina | 
great many ways tosuit varying | 
needs. Convenient, inexpensive. 











Savings and Gains 


Moore’s multi-part speed stationery 
has eliminated entry duplication. 
There are minimum writings to con- 
trol purchasing, receiving, accounting 
and inventory. Careful form design 
and the right distribution have given 
control of purchases and inventory. 
Receiving record is a by-product of the 
Purchase order, eliminating one form. 
Other economies are: simplified match- 
ing, scheduling of shipment arrivals. 
better control at the receiving dock. 
Carbon handling and form jogging are 
eliminated by the Moore Speediset 
construction, allowing subsequent en- 
tries. If you would like a closer look 
at this well-engineered system, write 
Moore for System Survey No. 3322- 
19-63. Or fill out and mail the coupon 
to the Moore office nearest you. 


\ 
Moore Business Forms, Inc., Dept. MM-4 
Niagara Falls, N.Y. | 
Denton, Tex. 
Emeryville, Calif. | 
1 

l 

' 

| 

| 

| 

| 

| 
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Please send me Moore System 
Survey No. 3322-19-63 

Vame 

Title 
Company 


Street 


| 

| 

. ' 

City Zone State | 
j 














“COPY CATS” 
_ TAKE HOURS 


to do what Copy flex does 





... in minutes! .--:-. 




















OOK in almost any department of your company, and you'll 

4 find valuable personnel who are forced by paperwork to 
become “copy cats.” Every day, in one case after another, they 
copy by hand the same original informatio from one departmental 
form to another. Every day, they take many valuable hours to do 
what Copyflex can do in minutes at far less cost, and without errors. 


With the new Copyflex Model 100, basic information is written 





al jor et ~ 


a eo 





up to 300 copies of different letter-size 






Desk Top Model 100 Copyflex copies orig- 
inals 11 inches wide by any length. Makes $49850 
* 





only once—departmental copies are mechanically reproduced from att dia le ea 

the original action paper. Letter-size copies are produced at less 

than a penny each for materials. Copyflex one-writing systems can be Find how Copyflex can simplify and speed 

tailored to any systematized paperwork in your firm, to speed and the following paperwork: 

simplify purchasing, production, shipping, invoicing, accounting, and Purchase Requisitions Accounting Reports 

a host of other operations. Valuable personnel are freed for other a oe oan Payroll Records 

important work. Operations are better controlled. You save Canuahbalad Giese ag 

thousands of dollars in time and labor. Production Orders Sales Analyses 
Copyflex machines are quiet, clean, odorless. They require only an Shipping Notices Inventory Records 


electrical connection, can be operated by anyone. Mail coupon today! 


Amazing New 
































| Charles Bruning Company, Inc., Dept. 122-F 
| 4700 Montrose Ave., Chicago 41, Illinois 
Please send me information on the Copyflex process 
BR UNING | and new Model 100 machine. 
| Name __ Title 
a y a | 
/) it J | Company eee 
Copies anything typed, written, (% OX 100 | Address 
printed, or drawn on ordinary | ‘ . co 
translucent paper—in seconds. | cay County. State___ 
Specialists in Copying Since 1897 \e es a 


CHARLES BRUNING COMPANY, INCORPORATED + 4700 MONTROSE AVENUE e¢ CHICAGO 41, ILLINOIS 


In Canada: Charles Bruning Company (Canada) Ltd., 105 Church Street, Toronto 1, Ontario 


(Circle 706 for more information) 


32 


thought starters 


Thought Starters deal with a “practical 
solution to a management problem.” Con- 


tributions are paid for at our word rate. 


YY Pao 


STRAINING Rest CD ator 


Engineers study thinking 
in preparation for “automation” 








A number of engineers in Phila 
delphia are preparing themselves for 
tomorrow’s automatic age by relearn- 
ing how to think! Engineers from Min 
neapolis-Honeywell’s Industrial Divi- 
sion—are voluntarily attending sessions 
in creative engineering. For six weeks 
the engineers put aside slide rules and 
electronic formulas, and practice the 
art of plain thinking. Unique “brain- 
storming’ sessions are held, during 
which time the group’s attention is 
focused on both general problems and 
specific engineering ones. 

The emphasis is placed on unre- 
stricted, non-conformist thinking be- 
cause the company believes that with 
tomorrow’s automation problem, ‘‘peo- 
ple” are going to be very much in de- 
mand. Automation will continue to be 
designed and directed by people, not by 
robot machines. 

However, the complexities of these 
machines will require greater mental 
resources to cope with them. Thus, a 
need for exercising and stimulating 
creative abilities. 

The course, held in the Division’s re- 
search library twice a week, covers such 
topics as how to use the “brainstorm 
approach,” how to use intuition, the 
importance of expression, and how to 
stimulate ideas. Guest speakers, who 
are experts in various phases of crea- 
tive engineering, address the group. 


= 


J Systems \teesst Cp ateitin 


Duplicating equipment reduces 
costs, doubles output 

Order processing volume doubled, 
and a $21,000 yearly payroll savings 
resulted, when the Yale & Towne Man- 
ufacturing Company, Philadelphia, ap- 








plied cost-cutting principles to its own 


methods 





paperwork. Until recently the firm 
used 25 people to process 250 orders a 
day, and was running one to two weeks 
behind. With its new system, 26 
people process 500 orders a day, with 
the work backlog seldom more than 
four hours. The change was achieved 
by installing a one-writing order and 
invoice system, utilizing spirit dupli- 
cating equipment and using a new 
processing system. 

Typing a single order master now 
eliminates three separate typings for- 
merly necessary, and does away with 
separate typing of notification of ship- 
ment forms. On back orders, five writ- 
ings are reduced to one, and on many 
special orders, eight additional writ- 
ings, formerly necessary, have been 
saved. In addition, the system elimi- 
nates retyping customers’ orders for 
parts, which formerly made up about 
40% of the department’s typing work. 

Yale & Towne’s order-invoice system 
works this way: After one of the sales 
departments edits an order and has 
specified unit prices, the order-invoice 
department, which is responsible to the 
comptroller, extends and checks prices. 
Then a master is typed and proof-read. 

Next, the master is placed on a 
direct process duplicator, and the 16- 
part order set is duplicated at the rate 
of 70 sets per hour. The copies are dis- 
tributed and the master filed for re-use 
to produce the invoice set. 

The order set varies for different 
products. For example, for the indus- 
trial truck, this 16-part set is duplicated: 


1, 2, 3. Three copies for engineering and 
production, blocking out certain extensions 
and leaving space for special engineering 
data to be inserted. 

4. Customer's acknowledgment. 

5. Accounting. 

6, 7, 8, 9, 10. Shipping set (copies have 
spot carbon on back so entries can be made 
on all copies simultaneously of back-ordered 
weights and shipping quantities) including: 

Shipping memo to be returned to order- 

invoice department when goods are 

shipped. 

Production planning. 

Sales and service department. 


Packing list. 

Salesman's notification of shipment in 
duplicate. 

11. Production planning. 

12. Stores. 


13. Credit department numerical file, sent 
to credit department for approval. 

14. Sales and service department, accom- 
panying customer's order to sales. 

15, 16. Two copies for salesman. 


In addition, engineering duplicates 
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SHE’S TAKING NOTICE 
s::instead of giving it 


AND NO WONDER! She can do a full day’s work . . . at top efficiency. . . with minimum 
fatigue . . . thanks to her Art Metal Correct Seating Posture Chair. Here’s why: 


66 > ” . 
1. TILT ACTION’’ SEAT: The greatest comfort feature ever offered in 
any office chair...exclusive with Art Metal in aluminum chairs. The seat tilts, but the user's 
feet remain squarely on the floor, eliminating the discomfort of cramped muscles. 


ie , yes ade ss 
2. “LIVE ACTION”’ BACK: Self-adjusting back “gives” when user leans 
backward. The “Live-Action” back follows the inclination of the spine and maintains sup- 
port at all times. No hand adjustment required. 


A LIFETIME OF SERVICE is built into every aluminum posture chair. Superior features of 
Art Metal construction include these and many more - 


Hardened aluminum frame with 
anodized and varnished aluminum sur- 
face. Natural satin finish is permanently 
resistant to stains, scratches and marks. 
Will not smudge white clothing or 
shoes. 





Welded tubular construction... 
gives extra strength, smooth rounded 
corners. 


One-piece aluminum base con- 
struction is strongest made...combines 
styling with utility. 


Permanently lubricated swivel bearing 
never needs oiling. 


Easy-rolling plate-type rubber casters reduce 
floor wear... give extra-long life. 


MAKE THIS TEST Yourself: 


Just s#t in an Art Metal Office 

Chair .. . lean back and r-e-l-a-x ... 
see what comfort really is. But to 
find out what it can mean in reduced 
fatigue and stepped-up work in 

your office, why not let your secretary 
try the Model 709A chair 

illustrated with our compliments 
— for a week? We guarantee 

she'll never give it up! 

Call your Art Metal dealer or branch 
office —see the “yellow pages” 

—or write us. 





ART METAL CONSTRUCTION COMPANY 
JAMESTOWN 4, New YORK 


@ Find out now 


how much office work output gate 
depends on correct seating. 


Ask for 


Correct Sitting Posture: 
Its importance to Health, 
Appearance, Work Production 
and Office Efficiency 


For 67 years 
the halimark 
of the finest 
in office 





equipment 
Art Metal Aluminum Oftc« and systems 


Chair brochure 
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GENERAL OFFICE AND EXECUTIVE DESKS - CORRECT-SEATING ALUMINUM OFFICE CHAIRS - FILING EQUIPMENT - WABASH FILING SUPPLIES - POSTINDEX VISIBLE INDEX CABINETS AND SYSTEMS 


(Circle 704 for more information) 





office guide 






EVERYTHING 
FOR THE OFFICE 
EXCEPT MACHINES 








IDEAS AND EQUIPMENT TO EASE 
AND SHORTEN OFFICE WORK 


eoeeeeeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 


Savings begin immediately when you get this book. From its 292 pages 
you can make a buying ‘“‘tour’”’ in minutes that otherwise would take 
hours of time and energy and would be impossible even in large cities. 
Here is the world’s most extensive line of office desks, chairs, filing 
-abinets, fireproof equipment and systems. Over 5,000 items pictured, 


described and plainly priced. 


Cut office costs.— Office costs skyrocket- 
ing? Overhead cutting into your profits? 
On page 284 you’ll find help. Handily 
indexed for quick reference are a dozen 
practical ideas you can put to action 
right away in cutting office costs. 

What’s new in color-styled offices ?— Drab, 
colorless offices affect employee morale. 
In the Shaw- Walker Office Guide you’ll 
see the very newest in modern color- 
styled furniture. Beautifully pictured 
in all four new colors. 


“Built Like a 
Skyscraper 








GHAW-WALKER 


New fireproof desks and files.—Great ad- 
vances have been made in fire protect- 
ing business records. Maybe you’re 
living dangerously without this infor- 
mation. Find out what it is, how versa- 
tile it is—how it protects right at point 
of use. 46 models for you to examine. 
Space a problem? — Dozens of ways to 
economize on your present space or 
plan efficiently for new space. Office 
space is expensive. Find out how you 
can make it pay you. 

Ideas to Simplify Filing Records.—There’s a 
full chapter of ideas on how you can 





(Circle 742 for more information) 







This book can save you 
thousands of hours! 


eliminate wasted time. Here you see 
eight simplified finding systems that 
pay for themselves. Hundreds of other 
system ideas throughout the book. 
Modernizing? Moving? Expanding ?— Your 
first move should be to get Shaw- 
Walker’s Office Guide. There never was 
such a complete, colorful, idea-packed 
encyclopedia of information to help 
you plan, save time, save money. 
Invaluable for executives— Planning sug- 
gestions, time-saving facilities, space 
requirements, covered in detail. Hun- 
dreds of ideas developed by Shaw- 
Walker’s ‘‘Time-Engineering’’. 


Just off the press 

FREE to qualified people 
This 292-page Office Guide is costly to 
prepare. Naturally we can’t give it to 
Just anyone. But if you are a purchas- 
ing or office executive, you qualify for a 
copy—and we want you to have it 
FREE. Please request on business let- 
terhead or phone your Shaw-Walker 
representative. 


Largest Exclusive Makers of Office Furniture and Filing Equipment in the World. 


Executive Offices at Muskegon 45, Mich. Branches and Exclusive Dealers in 416 cities. 


and price bureau duplicates are pre- 
pared on certain truck orders. The 
accounting copy is reverified, coded for 
punching of tabulating cards, and filed 
until the goods are shipped. Shipping 
copies are returned and matched with 
the accounting copy, the clerks adding 
miscellaneous taxes or freight. At this 
point, the master is pulled from the 
file, extensions are typed, and_ back 
orders are separated. 

To invoice an order requiring no 
partial shipment (five out of six at 
Yale & Towne do not), the following 
six-part invoice set is duplicated (this 
step formerly called for re-typing): 


Original, duplicate copies (as many as 
requested), salesman’s copy, second sales- 
man's copy, accounts receivable, and 
credit copy. 


When a back order is indicated, a 
back order shipping set is duplicated, 
along with invoice copies (previously 
back orders were typed separately). 
Copies have spot carbon on backs for 
simultaneous entry of shipping data. 
There is no limit to the variation pos- 
sible in a set of copies. Extra copies 
may be added or forms saved when 
copies are not required. 


"worth 


Paper costs money: “The nation’s 
office workers are grinding out more 
than 175 billion pieces of paper an- 
nually. Each year 62 million file 
drawers are crammed with multi- 
copies of papers, adding 15% to the 
records of past years. It takes the 
time and salaries of nearly two mil- 
lion filing clerks to handle records 
already on file. The board of papers 
piled up over the years in the 
nation’s offices and storerooms equal 
one and one-quarter trillion pieces. 
These are divided in many locations, 
all the way from expensive office 
space to such storage areas as cellars 
and abandoned buildings . . . It costs 
a company $6,200 in materials and 
more particularly in paper work to 
create, handle, and file the contents 
of a single four-drawer filing cabinet, 
according to research by the office 
equipment industry.” Wilbert E. 
Scheer, Board Member, OMAC. 


repeating" 


methods 








THE MANAGEMENT METHODS 


work center 


Remodeling 


a lighting system 


Standard Oil combines an efficient new system with air and sound 


“ummm Besides bringing their 
lighting system up to date, the Standard 
Oil Company (Indiana) also air condi- 
tioned their offices and installed acous- 
tical ceilings. The old, inefficient, light- 
ing system consisted of more than 4,500 
incandescent lamps mounted inside a 
great variety of metal and glass bowls. 
Walls and furniture were finished in 
dark colors. At best, 20 foot-candles of 
light reached work surfaces. In most 
oflices, the figure ranged from 10 to 15 
foot-candle intensity. 

A careful study was made of lighting 
needs in each office. ‘The study revealed 
that, in the majority of offices, a two- 
lamp, troffered fluorescent lighting sys- 
tem would provide adequate levels of 
illumination. Power was changed over 
from d.c. to a.c. to accommodate the 
fluorescent lights. Since a lowered acous- 
tical ceiling was being installed, it was 
decided to recess these troffers to en- 
hance their appearance. In the space be- 
tween the acoustical ceiling and the 
plaster one, duct-work for the air con- 
ditioning system was installed. ‘To avoid 
a look of sameness, the lighting layout 
was varied. Some troffers were built al- 
most from wall to wall, others were 
built in rectangles, still others had egg- 
crate type louvers, and some were en- 
closed in frosted prismatic glass. 


Desk lighting corrected 


For concentrated lighting over desks 
in private offices, a grid of 10 fluorescent 
tubes was installed above a 5’ x 5’ glass 
refractor. Various types of  cove- 
mounted fluorescent tubes gave a sha- 
dow-box effect in reception areas and 
corridors. Some hallways and_ private 
used incandescent fixtures as sup- 
plementary lighting. 

When the job was completed, light 


offices 
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levels had risen from a maximum of 20 
foot-candles to a minimum of 50 foot- 
candles. Part of the increased light re- 
sulted from re-painting walls and re- 
placing the dark-wood furniture with 
light tan and gray steel equipment. 
The colors selected had at least 50% 
reflectance. Ends of the corridors were 
painted in contrasting colors to break 
the monotony and reduce length. 


Operating cost decreased 


Aside from the improvement in work 
efhciency, there has been a substantial 
decrease in operating cost per fixture. 
The new lamps have a service life of 
about 7,500 operating hours, compared 
with less than 1,000 for the old incan- 
descents. Despite the trebled number of 
lamps, power cost is only slightly 





BEFORE 
conditioning improvements 


AFTER 





creased, and it takes no more time to 
clean and replace them. This reduced 
maintenance per fixture is partially due 
to longer lamp life, and the use of 
“group” rather than “spot” replace- 
ment when they burn out. 

All the lamps are checked at stated 
intervals, and those which have black- 
ened ends are replaced. Up to 10 lamps 
can be replaced on this group plan in 
the time required to change one, under 
the former spot plan. ‘This is due to the 
reduced setup time (time spent by the 
electrician traveling to the equipment 
locker and to each fixture). As a result, 
labor cost per lamp is appreciably de- 
creased by pulling burnouts before they 
burn out. A few more lamps are used, 
but the cost of these lamps is more than 
balanced by lower labor cost. m/m 








1121 W. 37th ST. ® 





for increased office efficiency 











. . . soak up noise 
like blotters 
soak up ink! 


HERES WHY 


Partition panels 
consist of perfor- 
ated surfaces 
over acoustical spun 
glass and “float- 
ing” sound baffle. 
Incoming sound- 
waves are trapped, 
snubbed and dis- 
sipated. You'll love 
the silence... 






WRITE FOR 
FREE CATALOG TODAY. 


Gi L o> ae 





2417 EASTERN AVE., S. E., GRAND RAPIDS, MICH. 
(Circle 757 for more information) 








4 These a, am steel 
® wardrobe racks keep wraps 
aired, dry and “‘in press’’. 
End crowding of coats and 
hats in damp lockers or cabi- 
nets. Save floor space too— 
provide ventilated hat space, 
coat hanger (spaced apart 
from all others), built-in um- 
brella stand and overshoe 
shelf for 3 persons yo sq. ft. 
4 ft. No. 3-U rack (above) 
accommodates 12; No. S-6 
costumer (right) accommo- 
dates 6. Single or double 
(back-to-back) units in 
lengths to fit any available 
space.Strongly welded, heavy 
gauge furniture steel; ed 





— finish —modern | may Ne. $-6 

colors. Standard in offices, 

factories, schools, churches, for privete or 
small office. 


clubs, restaurants and insti- 
tutions. 


Write for Bulletin OV-22 


VOGEL-PETERSON CO. 


“The Coat Rack People” 
CHICAGO 9, ILL 


(Circle 758 for more information) 
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HAUSERMAN MOVABLE WALLS 


Save $99 000 in 13 Years 


AT ABBOTT LABORATORIES 


HAUSERMAN Movable Walls can be rearranged quickly and easily 
to meet constantly changing production requirements. At Abbott 
Laboratories, it is estimated that this HAUSERMAN feature alone saved 
$59,000 over the cost of tearing down and rebuilding ordinary walls. 


In addition, $40,000 was saved in normal maintenance and redeco- 
rating expenses because HAUSERMAN’S lustrous, lifetime finish never 
needs repainting. Almost as important, to Abbott Laboratories, as 
the dollars and cents savings is the economy effected by keeping pro- 
duction interruptions at a minimum. In hours, rather than days or 
weeks, a complete, dirt-free rearrangement can be made of the smooth, 
pore-free HAUSERMAN steel walls that protect the highly sterile area 
where penicillin and other Abbott pharmaceuticals are produced. 


All of these savings—both tangible and intangible—will continue to 
grow every time a wall rearrangement is made or a repainting 
operation eliminated. Isn’t there an idea here for you? 


Mauserman 
MNNovable QGrittriors- 


Provide Earlier Occupancy » Fire Resistance + Sound Control + Utility Access 
In Offices + Laboratories + Hospitals + Industrial Plants 


THE E. F. HAUSERMAN COMPANY 
7356 Grant Avenue * Cleveland 5, Ohio 


Please send your free booklet to: 
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THE MAN 
Andrew Goodman 
President 


THE COMPANY 


Bergdorf Goodman 


THE DESIGNER 


S. S. Silver Interiors 


IN HIS NEW OFFICE overlooking New 
York’s Central Park, Mr. Goodman 
does his work at a Louis XV period 
desk. This desk, which belonged to 
his father, founder of the business, 
reflects the solid respectability of 
the company. The executive chair 
is covered in antique Meerschaum. 
Concealed behind the antiqued 
walnut panelling, are Mr. Good- 
man’s files, television set, and re- 
frigerated refreshment bar. The 
other Louis XV period furniture, 
and the sand-beige East Indian 
hooked carpeting, all blend well 
with the panelling. 

Draperies for the deeply recessed 
windows are made of hand-printed 
Venetian fabric in a gold-beige and 
white pattern, with white silk win- 
dow curtaining. Daylight is con- 
trolled with matchstick 
shades. The recessed lighting, with 
a reostat for control of intensity, 


wood 
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adds to the subdued atmosphere. 
Mr. Goodman conducts his con- 
ferences and meetings with buyers 
and store personnel in his office. 
For this reason, the room is large, 
Direc- 
toire chairs, in olive wood, are 
placed throughout the room. A 
marble-topped coffee table with in- 
laid gold metal and brass legs adds 
to the dignity of the room. m/m 


comfortable, and informal. 





methods 

















work 


suUCCESSFUL 




















MEN 








Globe-Wernicke’s Safeguard Filing System, Tri- 
Guard Principle and Globe-Guard File Cabinets 
comprise the most advanced filing accommoda- 
tions in America today. Safeguard employs vari- 
ous guides, tabs and colors to effect the logical 
order and instant recognition so necessary for 
quick, easy filing and finding. This exclusive 
system works best with Globe-Wernicke’s proven 
three-point principle of file folder support—Tri- 
Guard. Tri-Guard keeps file contents in an orderly 
position with ample working space at all times. 








you'll find GLOBE-WERNICKE office equipment everywhere ! 


When housed in famous Globe-Guard Filing Cabi- 
nets, Safeguard and Tri-Guard attain their fullest 
efficiency because these cabinets incorporate every 
conceivable feature for easy operation, long life 
and highest efficiency. And isn’t it remarkable 
that all this “workability” is wrapped up in such 
handsome units! 

Your Globe-Wernicke dealer will be glad to dem- 
onstrate all of these products. He’s listed in the 
“Yellow Pages” of your phone book under “Office 
Equipment.” Or write us direct. 


SB Lt OS £€- Wet RN Tc K€ 





CINCINNATI 12, OHIO 
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MANUFACTURERS OF THE WORLD’S FINEST OFFICE EQUIPMENT, SYSTEMS, FILING SUPPLIES AND VISIBLE RECORDS 


(Circle 722 for more infor 


37 








Photo taken at Jackson & Perkins Co., Newark, N. Y. 


The Denominator goes to work 
for JACKSON & PERKINS! 


Each unit of the 500-unit Denominator 
shown above represents a particular type of 
© Co, rosebush. As each order is received, it is 

41h tabulated on its respective unit. Order tabu- 
lation is greatly simplified—no pencil or tally sheet necessary! 
The total shown on each unit indicates the number of plants 
sold—and when deducted from stock on hand—provides run- 
ning inventory control! 





The Denominator can be made up in as few or as many 
units as you may require. Consult us for your particular 
needs, without obligation, write Dept. MM-56 


ne Denominator Com any, INC. 
Y 


261 BROADWAY, NEW YORK 7, N 


Manufacturers of Tabulating Machines for 40 years 
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ie iY ii Tabulating Folk 
FIRST AGAIN \ by WASSELL 





Self Indexing ("es = 


Card System |: PLAS-TA-caRD 
a= Solid Plastic Tabulating Card 
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Arnett MM CYANAMIO CH. 


Self-Guides go thru Tabulating Machines—No 
guides to remove! No guides to replace! Make 
your tab cards as fast as the fastest card file. 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


(Circle 756 for more information) 
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what to do NOW 


to save taxes in "56 


Every individual is entitled to conduct 
his financial affairs in such a manner as to result in paying 
the lowest possible income tax. The federal government 
expects the individual to pay only his income tax due—no 
more, no less. Here are some steps you can take before 
December 31st, with a view toward limiting and reducing 
your income tax liability. 


Deferral of further income in 1955 


By delaying the sending of bills in 1955, Taxpayer may 
defer the receipt of additional income until 1956. We know 
what the tax picture is for 1955. It is unlikely that taxes 
will be reduced in 1956. However, deferral of income to 
1956 means present tax savings in a higher tax bracket, 
increasing tax percentage on previously earned dollars. 


Pay all deductible expenses now 


A cash basis taxpayer may subtract all deductible ex- 
penses from his income that were actually paid in 1955. 
Deductible expenses include, but are not limited to, interest 
owed for borrowed money, certain taxes, medical expenses, 
and legal and accounting fees for the preparation of tax 
returns. An unmarried taxpayer with a net taxable income 
of $9,000 is in the 34% tax bracket. Therefore, the Govern- 
ment will have actually paid 34 cents out of every $1 of 
deductible expense paid by a taxpayer in 1955. 


Sell capital assets to establish losses 


The sale of a security or capital asset at a loss is never 
a pleasant thought. However, it may be to your tax advan- 
tage to review your capital transactions for the year with 
the specific thought of taking a planned capital loss if found 
feasible. An individual may deduct all capital losses from 
capital gains. If his capital losses exceed his capital gains, 
up to $1,000 of the excess may be deducted from ordinary 
income, with the balance deductible in succeeding years. 

If short term capital gains in the sum of $5,000 have 
been realized, it would generally be advantageous, tax wise, 
to sell securities held which have a fair market value of less 
than cost. In this way, a loss is realized up to $6,000. 
Taxpayer may then deduct the realized loss from the realized 
capital gains. The net result is no taxable gain, and a 
realized loss of $1,000, which sum is deductible from 
ordinary income. Taxpayer may, of course, repurchase the 
securities in 1956, but should be careful to wait at least 30 
days from the day of sale before doing so. 


Save by making annual gifts 


The law allows every taxpayer to give away up to $3,000, 
gift tax free. This can be made to as many individuals 
as he may desire to benefit, without the necessity of filing 
gift tax returns. If Taxpayer is married, and his wife con- 
sents to the gift, this amount is doubled. In addition, each 
taxpayer has a lifetime gift tax exclusion of $30,000, but 
there is no year-end rush on this. By giving income produc- 
ing property to his children, Taxpayer will cause the 
income therefrom to be taxed to the children at their 
lower income tax bracket, and reduce his income tax and 
subsequent estate tax. Taxpayer must be careful, though, 
to be certain that the gift is absolute, and that he has not 
retained any controlling administrative powers, or powers 
to control the beneficial enjoyment, among other things, 
relative to that property. 


by Benjamin ‘Newman 





Save time 


STEN-C-LABL USERS 


and costly shipping 


errors! 














; | _JCASE No. 2 


IBM Machine 
addresses 


STEN -C-LABLs 


pre-tabbed 
to continuous 
five part forms 





Addressing multiple shipments as a by-product 
of regular IBM invoicing is a real time saver 
at Empire Brush, Inc., Port Chester, New York. 
STEN-C-LABLS are quickly attached with special 
tape edge over address area on invoice. As con- 
tinuous forms feed into machine, both STEN-C- 
LABL and invoice are automatically addressed. 
STEN-C-LABL is re-tabbed to copy for shipping 
department where clerk makes unlimited im- 
pressions with STEN-C-LABL applicator direct to 
PANL-LABL on carton. Addressing errors, mis- 
shipments are eliminated. 

Find out how your shipping costs can be reduced 
by the use of STEN-C-LABLS in your operation. 
FREE brochure available on request. 
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5 mz 
2285 UNIVERSITY AVENUE e ST. PAUL 14, MINNESOTA 
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no more 
cold feet with 


E fects ro Mat 








Production line and office 
workers can now work 


in absolute comfort 


The new low priced ELECTRO MAT throws off 
a gentle warmth that keeps workers healthy, happy 
and comfortable. 14” x21" portable foot warmer 
is safe and economical . . . consuming less power 
than a 75 Watt light bulb. It is made of high 
quality neoprene rubber. 


Attention Employers 


Increase the efficiency of your employees and help 
prevent colds which cause absenteeism by equip- 
ping each employee with an Electro Mat. 


prevent 


AE AS SL NS A AA, ICR ats NY A, ROS: it ESR ey omen 
IMPORTANT SAVING: If 6 or more Electro 
Mats ordered price is only $6.95 
’ Please send me: (] Electro Mat at $7.95 each. 
Mail check or Enclosed is my check [] money order [J 
money order today [) C.0O.D. I am enclosing $1.00. Will pay 
Only postman balance of $6.95 plus C.O.D. fee 


$ Name 
Street Zone 
e City State 
10 Day Money Back Guarantee 
INTERSTATE RUBBER Propucts Corpe., Dept.120 
Dealer Inquiries Invited. 908 Avila St., Los Angeles 12, California 
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Delivered 


methods 








with 
“SYVTRON 


ENVELOPE 
JOGGERS 


Fast, clean, automatic 
alignment of envelope 
contents. Eliminates torn 
correspondence. Cut 
mailing time and costs. 





$68.50, F.O.B., Homer City, Pa. 


SYNTRON COMPANY 


592 LEXINGTON AVE. 
HOMER CITY, PENNA. 
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Complete 
Catalogue 
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HANDLE PAPERS EASY 
TRY FREE SAMPLE 
TACKY-FINGER 


Greaseless, odorless, hygroscopic 
substance. Applied to fingers 
makes collating, handling of 
papers, invoices, money, 
foolproof. One application lasts 
long, but will wash off easily. 


Harmless, non-irritating, works 
by absorbing moisture from the 
air. Three months’ supply only 
50c retail. Try Tacky-Finger 
at our expense now. 


CLIP AND SEND THIS COUPON 

FOR FREE SAMPLE. 
BEER RB EERE EERE e 
Evans Specialty Co., Inc.— 2031 Evans Bidg. BE 
1800 E. Grace, Richmond 23, Va. 


Please send FREE SAMPLE of 
@ Tacky-Finger. I want to see how it 
& makes all paper handling easy. 


Ss 
Name 
x 


@ Address 
BERR ERE REE 
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FOR MANAGEMENT 


by Leslie M. Slote 


Director of Industrial Relations, 
Norden-Ketay Corporation, and 
Management and Labor Relations Consultant 





What limits would you suggest for 
setting minimum and maximum hir- 
ing ages? What are some of the 
more common danger spots for em- 
ployers? 


Surveys show that about 50°% of the 
companies in the United States make 
use of hiring-age limits. The most usual 
minimum is 18. I would suggest using 
this minimum, if the employer finds 
the labor market is large enough to 
avoid using younger employees. How- 
ever, it should be noted that young 
employees, even those above 18, are 
not usually very stable. Accident fre- 
quency, turnover, and _ absenteeism 
rates are consistently higher in the 
young group of employees. 

Most states have stringent laws reg- 
ulating the employment of minors. To 
avoid trouble, the employer should re- 
member that the burden of proof of 
age rests on his shoulders. When hir- 
ing young applicants, make sure you 
see at least one of the following: an 
original birth official 
transcript, baptismal certificate, bible 
record, insurance policy at least one 
year old, or a passport. If none of these 
are available, require the applicant to 
furnish a school record of age plus a 
physician’s statement of age plus a par- 
ent’s affidavit. If possible, keep a photo- 
copy of the proof of age in the em- 
ployee’s personnel folder. 

About half of the firms in the United 
States also have a maximum hiring 
age requirement of 55. Some companies 
do not express it in written policy but 
observe it in practice. 

The company-financed 
pension and other retirement plans 


certificate or 


influx of 


has caused a steady reduction in this 
maximum age limit, in many cases to 





as low as 45. The reason is obvious. If 
a firm offers a pension plan that re- 
quires three years of employment for 
eligibility and full retirement at the 
age of 65, hires a 52-year-old employee, 
he will join the plan at the age of 55. 
This means the company must provide 
enough funds to the plan in a 10-year 
period to provide for his retirement. 
The cost to the company will equal 
that of financing the retirements of five 





30-year-old employees. 

On the other hand, the average age 
of the labor market continues to rise, 
imposing social and economic responsi- 
bilities on all employers. The govern- 
ment has begun an intensive campaign 
to encourage the hiring of older work- 
ers, stressing their heavy job experi- 
ence, low turnover, low absentee and 
accident rates, their discretion, and ma- 


turity of judgment. (next page please) 


New J USTOWRITER Brochure Tells 


rye . 
ae p 10.80% 
5 SAVES Houroitiot 
\ costs ff 





HOW TO SAVE 
20% TO 80% ON 
TYPE COMPOSITION 
COSTS! 





The JUSTOWRITER is a cold-type 
composing machine consisting of two 
units-a Recorder and a Reproducer. 
The Recorder produces copy and a by- 
product punched tape. This tape then 
operates the Reproducer to set sharp, 
justified reproduction proofs or direct 
image plates at 100 words a minute.., 
automatically. 


Eleven different type faces available in 
8 to 14 point size. Corrections and 
alterations are easily made on the 
JUSTOWRITER Model “AA” which will 
punch, read, revise or duplicate tape. 


Users save hundreds of dollars in 
composition on all kinds of work. Mail 
the coupon for the JUSTOWRITER bro- 
chure and learn how you, too, can save 
on composition costs. 


The above copy was set on the Justowriter 





COMMERCIAL CONTROLS CORPORATION re. ees i 
COMN 1 Leighton Ave., Rochester 2, N. Y. : 
ERCIN, (0 Send brochure. : 
() | would like to see a Justowriter demonstrated. ; 
CONTROS (D Send examples of savings with Justowriter. 
aon oe oe in nssiiccsisntssvatennaiiainenions : PD cewessensten 
’ NS TEA OS: STO 
Sales and service offices in | Address............. 
principal cities—listed in clas- ' : 
sified telephone directory. ‘ City.. Zone............State 
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UNDER 
accounts m1 209 CORPORATION 


®ECEIVANLE OEMOWS Tea TION FOaMm 







UNDERWOOD SUNDSTRAND ADDING MACHINE IS 


The Complete Adding Unit | 


All Underwood Sundstrand Adding Ma- } 

chine Models handle forms as well as 

paper tape. Enables you to write the rec- 

ord and do the addition at the same time: 

@ Prepares duplicate monthly accounts receivable statements for 
ledgerless bookkeeping: balances pen and ink accounts re- 
ceivable records simultaneously. 

@ Prepares duplicate bank deposit slips faster with more accuracy. 

@ Prepares employee payroll earnings statements, in duplicate, 
and computes net pay simultaneously. 

@ Does all the regular adding, subtracting, multiplying and 
dividing you should expect from a complete adding machine. 

Call your Underwood Office for a demonstration of the 
complete adding unit for your own requirements. 


4 
2-4, 


Ase 
UNDERWOOD 
CNR 





UNDERWOOD CORPORATION 
ONE PARK AVENUE, NEW YORK 16, N. Y. 
(Circle 750 for more information) 


SAGE sworn 


A New Filing Concept Giving You A 
Unique Combination of Advantages: 





The proven space-saving, speed and economy of open-shelf filing. 
Record protection from dust, dirt and fire equal to that of drawer files. 
Pull-out work shelves for file maintenance and notations. 


Photo at upper left shows Space Finder No. 1200 with doors closed. Center left photo 
shows girl using door as posting shelf. Space Finder at-right has all doors open for 
active filing use. (Available with or without doors.) 


For full details about Space Finder File PUNCHED CARD USERS: 
and our other new equipment for the of- ur complete line of tabulating accessory equip 
fice, write for Catalog No. 6 as well as the ment is des 0 § te for 
name of your local representative. 


Pe Fa FES PRODUCTS C0.—57 Post St., San Francisco 4 


(Circle 748 for more information) 
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Is it desirable to issue a set of com- 
pany rules? If so, what coverage 
would you suggest? 


It is desirable to publicize company 
regulations as preventive medicine. It 
lets employees know what is expected 
of them, and helps to establish uni 
form, consistent standards of both con- 
duct and disciplinary action. Some 
companies issue a detailed chart of 
elaborate rules and specify the penal 
ties for infractions. We have been suc- 
cessful in using a simple set of rules, 
conspicuously posted on all bulletins, 
and worded as follows: 


NOTICE TO EMPLOYEES 


Whenever people work together, it is 
necessary to have certain rules of conduct. 
These are important to your safety and 
welfare, and are vital to the successful 
operation of this Company. You are asked 
to read this notice very carefully. Viola- 
tions subject an employee to disciplinary 
action which can mean instant dismissal. 





1. Unauthorized use of identification 
badge, or failure to comply with 
security regulations. 

. Unauthorized use of time card. 

. Stealing or dishonesty. 

. Falsifying or altering of records. 

. Misusing, damaging, defacing, or des- 
troying Company property. 

6. Unauthorized use of machines, tools 
Or equipment, or performing un- 
authorized work, or doing personal 
work on Company time. 

7. Working under influence of liquor or 
narcotics, or using liquor or narcotics 
on Company property. 

8. Insubordination, or disobeying Super- 
visor. 

9. Intimidating, interfering with, or 
fighting with Supervisor or employees. 

10. Wasting time or loitering; leaving 
work place, washing or cleaning up 
at unauthorized times; or leaving 
plant during working hours without 
permission. 

11. Horseplay, violation of safety rules, or 
contributing to unsanitary or unhealth- 
ful conditions. 

12. Unauthorized collection of contribu- 
tions, vending, soliciting, or gambling 
on Company premises. 

13. Unauthorized posting, distributing, or 
removal of notices. 

14. Mistakes or spoilage due to careless- 
ness, or concealing defective work. 

15. Continuously producing poor quality 
work. 

16. Excessive lateness or absentceism. 


UrPwn 


were a kay 
Where 





Trouble is, trackin’ down keys isn’t as 
simple as some folks think. But you'll 
never have to hunt for one wher 
TelKee’s on the job. All keys are on 
tile, ready for instant duty .. . valu- 
able time is saved, 
costly inconvenience 
avoided. And TelKee 
lets you use all locks 
all the time. Send for | 
our FREE catalog No. q 
MM-26 today. y 








® 
The MOORE KEY CONTROL Systems 
P.O. MOORE, INC. 300 FOURTH AVE., NEW YORK 10,N.Y. 
(Circle 732 for more information) 


need an assistant? 





here’s one ready 
to work for you 


FREE 


busy executives, 
investigate... 


WHEELER 


SOUND, POWERED 
TELEPHONES 


> LOW first-cost. No maintenance. 

NO BATTERIES. NO OUTSIDE POWER. 
y The ideal EXTRA “‘private wire” 

to relieve your switchboard 

and save you time and steps. 
> SEND for detailed 

Bulletin SA-25A. 

NOW AVAILABLE 


New Executive-Type 
Desk Cradle Phone 


THE WWHEELER INSULATED WIRE CO., INC. 
Division of Sperry Rand Corp. 
1133 East Aurora St., Waterbury 20, Conn. 


8WH55B 
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The subject matter covered by your 
rules, their exact wording, and the 
specific penalties for infractions, all 
depend upon past and current relation- 
ships with your employees (and your 
union, if you have one). A strong word 
of caution is in order. Arbitration 
awards, as well as operating experience, 
indicate that 
tablish management prerogatives. Nor 


rules alone do not es- 


do they give you an uncontestable right 
to discipline or discharge an employee 
for “just cause.” 

union re- 
action to company discipline depend 


Employee reaction and 


upon such factors as supervisory skill 
in dealing with problem employees, 
maintaining a uniform code of disci- 
pline throughout the organization, and 
maintaining a just code of discipline 
by having the punishment fit the in- 
fraction. For example, an employee’s 
mistake due to carelessness may bring 
a written warning the first time. A sec- 
ond occurrence within a week may 
result in a two-day suspension from 
work. Another repetition, shortly there- 
after, may result in a week’s suspen- 
sion. A fourth offense may mean dis- 
charge for the employee. 

However, discipline is not so simple 
a matter. You must investigate the cir- 
cumstances to answer such questions as: 
Were one or more of these ‘“‘mistakes”’ 
trivial in nature? Were other employees 
disciplined in a similar manner? Were 
extenuating circumstances sur- 
rounding any of these occurrences? Was 


there 


a genuine attempt made to talk it out 
with the employee after each instance 
to try to help him instead of sitting 
back and waiting to mete out more 
punishment to him? 

Supervisory training can point up 
effective ways of motivating employees 
to obey rules and avoid infractions, to 
cope successfully problem em- 
ployees, to promptly solve behavior 


with 


problems at the lowest level, and to 
make needed disciplinary measures fit 
the individual and the situation. m/m 
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Pays for itself-returns a net profit 
under new Rent-Purchase plan! 


According. to approved national 
averages for dictating and typing 
speeds, the new Gray Audograph V 
actually costs less than the savings it 
effects! Here’s the positive proof, 
based on only 3 letters a day: 


A. Average executive at $7,000 a year 
saves 96c for every 3 letters he dictates 
into the new Full Control Microphone. 


B. Average secretary at $60.00 a week 
saves 75c for every 3 letters she tran- 
scribes, aided by Gray’s True Fidelity 
playback. 





Individual, Network and 
PBX Dictation Systems 


C. Combined monthly saving is $1.71 
x 20 days — or $34.40 .. . more than 
double the monthly payment! 


That makes the Gray Audograph V 
more than self-liquidating . . . makes 
it a “bonus” proposition right from 
the start. 


And beyond the savings in time 
and money, you gain error-free tran- 
scription, the convenience of Audo- 
graph dictation at home and on trips, 
the extra benefits of being able to 
record telephone calls, conferences 
and presentations. 


Whether you choose to rent or buy, 
there is no deposit or down payment 
under Gray’s new rent-purchase 
plans. A combination Audograph V, 
for both executive and secretary, costs 
only $15.45 a month including acces- 
sories and guaranteed maintenance. 
Separate dictating and transcribing 
machines cost even less—as do the 
desk phones for Gray’s modern net- 
work dictation. 


To speed your work, to save time 
and effort —at a profit—clip and mail 
the coupon today! 


eS Se ce EE meee ee ERS nS ED EE SD ee ee ee a ee ee ee 


The Gray Manufacturing Company 
521 Fifth Avenue, New York 17, N. Y. 


Send me illustrated booklet on the new Gray Audograph V — with 
details on your new Rent-Purchase Plans. 


Name__ _ Title 





Firm 
Address 
City 














J-12 
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When you 
think of 
SUCCESS 

... think of 
> CALENDARS 





When you 
think of 
CALENDARS 

think of 


SUCCESS CoLUMBIAN 
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Q. When Is Your Office 
More Efficient? 


Equip every desk in your office with a 
Success Calendar. Its many time-saving 
features will be quick to pay you back 
with increased efficiency. 


- Beautifully designed .. . lithographed in 


(Circle 709 for more information) 


Works, INC. 
2300 West Cornell Street, Milwaukee 9, Wisconsin 


NEW LITERATURE AND PRODUCTS IN THE EDITOR'S MAIL 


Cost Calculator computes 
collating time and money savings 


A new office aid, called the collating 
cost calculator, instantly computes the 
time and money savings of mechanical col- 
lating over manual methods. It can also 
be used to expedite scheduling of up- 
coming collating jobs and operating per- 
sonnel in the office. 

For more information, write to Thomas 
Collators Inc., 50 Church Street, New York 
7, N. Y.; or circle number 798 on the 


Reade ry Service Card. 


Quality offset copies made 
by new office duplicator 
Production of quality copies of linework 
or half-tones is simplified by a new offset 
duplicator recently put on the market. The 
machine features a simple control setting 
to balance ink and fountain solution, which 
allows operation by non-expert clerks. 
For more information, write to A. B. 
Dick Company, 5700 W. Touhy Ave., Chi- 
cago, Ill.; or circle number 797 on the 
Reader Service Card. 





New mailing scale 
for the small office! 


Now even the smallest office can have a precision-built 
mailing scale that saves postage costs and mailing time—the **4900"’, 
This compact little beam scale has a built-in computer that 

shows exact postage required from 4 ounce to | pound. 
Prevents loss of money through the overpayment of postage... 
prevents loss of customer good will through the underpayment 
of postage that results in annoying “postage due”. 
The **4900” is the newest member of PB’s line of five precision 
mailing scales, for small as well as large mailers. One 
model handles parcel post up to 70 pounds. Ask your nearest 
PB office to demonstrate, or write for free, illustrated booklet. 


& PITNEY-BOWES 
Mailing Scales 
was PITNEY-BOWES, INC. 

“> 4582 Walnut St., Stamford, Conn. 


Originators of the postage meter 
. Offices in 94 cities 






FREE! Handy desk or wall 
chart of Postal Rates, with 
parcel post map and zone 
finder. 
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PLEASE SEND ME THE ITEMS CHECKED December, 1955 


—— MANAGEMENT METHODS for one year at $5.00 
—— copies of THE INTEGRATED OFFICE at $2.00 each: 1955—1954—1953— 
——— WORKSHOP FOR MANAGEMENT at $19.00 each 

Payment enclosed ............ _ eer. 
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FIRST CLASS 


PERMIT No. 61639 
(Sec. 34.9, PL. & R.) 
NEW YORK, N.Y. 


BUSINESS REPLY CARD 


No Postage Stamp Necessary if Mailed in the United States 


3c.-POSTAGE WILL BE PAID BY— 


MANAGEMENT MAGAZINES, INC. 
141 East 44 Street 
NEW YORK 17, NEW YORK 
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Better have a drink, boys... 
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The salesmen took it pretty hard. The new 


#943 was a hot item. But the company 
Was losing money on every gross. 

Who goofed? No one. Plant burden 
rates were at fault. Item #943, expensive 
to produce, had been regularly charged 
with less than its fair share of overhead. 


..Wwe re discontinuing #943! 
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set rates to recover total costs in each op- 
eration. Unrealistic rates can be spotted 
quickly, because figures are reported on 
time. 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and give 


acaubsidiary of Eastman Kodak a 44 It was priced competitively, but too low them to you fast. On your desk daily, 

: J. Walter Thompson Co » < : ; : . : 

Remington Rand Inc. ...... ag for profit. Hobbled by late and inadequate weekly, monthly — as your needs require. 

Agency: Leeford Advertising, Inc. ost re “ts | * f 2 fi > 4 . sar 7 ' ie) M 

The Rovectls & Geventde Ce. . ag cost reports, the front office found it easier Whether you run an industrial colossus or 

Agency: Weber, Geiger & Kalat, Inc to give up on Y Dr é SW ee H -m: "< : < "eMarkK<¢ 4 

ol iy oll le tige salle i give Uj the product than sweat out a 100-man branch plant. At remarkably 

Agency: Hitchcock & Becker Advertising a solution. low cost. 

Rudd-Melikian, Inc. .. Seteeheae em mr : . 

Agency: Gray Se ee loo bad for these salesmen that their The trained McBee man near you has a 
e Shaw-Walker Co. ... er 34 > anv a a aes Peis ica 

Agency a =e company didn’t have Keysort punched- presentation which will show you how it’s 

Charles C. Smith, Inc. . Ascii ae 23 card accounting. With Keysort, you can done. It takes just one hour, from start to 

Sten-C-Labl, inc. .... 3g pinpoint burden charges by department, finish. Phone him or write us. 

Agency: William L Baxter A ivert sing 

The Sturgis Posture Chair Co. ess 27 

Agency: Blaco Advertising 

Syntron Co. Sere wo. 6839 

agency: Servad, Inc 

SPA—Workshop For vison sacle cttaoae OS ° hl % f° %e gre © he ong? 

Tab Products Co. ... 40 ee ecco %° Ceeg ® © cece @ 

Agency: Barnes Chase Co. & % e & & e ® ee % ® 

Underwood Corp. ... 20, 40 e "@ #060 & eee 80° @ e @8 








Agency: Brooke, Smith, French & Dorrance, Inc 


Vogel Peterson Co. RELA aia ates ° ° 
hotrey fee lei ioe Punched-card accounting for any business 


Agency: James R. Flanagan Advertisi ng 
Wheeler Insulated Wire Co., Inc. . 
Agency: Robotham & Peck, inc. 


40 (Cinele 729 for mone tatarmation) Manufactured exclusively by The MeBee Company, Athens, Ohio * Division of Royal McBee Corporation 


Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 





filmers. Saves film.. 









Ir these vital records were destroyed—and photo- 
exact duplicates weren’t available—proving ownership 
would be an all but hopeless task. 

Title searchers wouldn’t be able to check back on 
845,000 parcels of real estate valued at $18 billion. 
Claim after claim would be met by counterclaim. 

But New York City has insured against this possi- 
bility at lowest possible cost. It’s getting duplicate film 
records on 35mm Recordak Microfilm. Fourteen hun- 
dred pages (13 x 17 in.) on a roll that’s no larger than 
your palm... and just 6 ounces light—imagine that! 

One complete set of these film records will be stored 
for maximum security as a master copy; the other set 


**Recordak” is 
a trade-mark 


Name 


Lewis Orgel, Register, New York City, checks Recordak Micr: film ee 1,400 vital rec 
Protecting every property owner 
in New York City 
32 million pages of deeds, mortgages and other 


real estate records—dating back to 1654—are 
now being put on Recordak Microfilm for safekeeping 


RECORDAK CORPORATION (Subsidiary of Eastman Kodak Company) 
444 Madison Avenue, New York 22, N. Y. 


Gentlemen: Please send free copy of “Short Cuts That Save Millions.” 





Management 


me 


Published by 


MANAGEMENT MAGAZINES, INC. 
141 E. 44th St., New York 17, .N. Y. 
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filed for ready reference. Extra protection property hold- 
ers can well be thankful for! 


FREE ... Valuable New Booklet 


**Short Cuts That Save Millions” shows examples of how over 
100 different types of business 


cutting record-keeping costs with Recordak Microfilming. 


thousands of concerns—are 


Chances are you'll find some profitable ideas for your busi- 
ness. Write Recordak Corporation (Subsidiary of Eastman 


Kodak Company), 444 Madison Ave., New York 22, N. Y. 


=RECORDEK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming 
—and its application to business routines 








Position_____ 








Company____ 








New Recordak Reliant does job of 3 micro- 


. Is easier to operate Street 





City : State a 





(Circle 739 for more information) 









